COT'JTACOBAHO
T1e/IarornYeCKuM COBETOM
MKOYVY «COIII Ne18»
I[Tporoxon Ne 1 ot 30.08.2021

o 1okymenrtoodopore B MKOY <;E?OHI Nel8»

1. O6mmme nosoxKeHus

1.1. Hacrosmee Ilonoxenue swisercs JokaisibM HopmaTuBHEIM aktoM MKOVY «COIII
Nol8», ycTamaBnmMBaeT ejMHble IpaBWJa JENONPOH3BOACTBA M HANpPaBIEHO Ha obecreyeHwe
IMHCTBA B TIPHHIMIAX OpraHM3ali cHcTeMbl JokyMeHtoobopota B MKOY «COII Nel8» s
BHYTPEHHEr0 WCHOJb30BaHus. [lonoXeHne ONpesenser OCHOBHBIE TpaBuiia MOJATOTOBKH,
odopmIieHus, OpraHu3aIK paboThI ¢ AOKYMEHTAMH, KOHTPOJIS MCIIOIHEHUS. i HX XPAHCHHS.

1.2. lannoe [lonoxenue pa3paboTaHO B COOTBETCTBHH C:
—~Koncrutynueit Poccuiickoit denepanuu;
~Tpynosbeim kozexkcom Poccuiickoit Peneparmu
—-3akonom P® "O6 obpazoBanuu",
~DenepanbabM 3akoHOM 0T 27.07.2006 1. Ne 152-@3 «O nepcoHaIbHBIX JaHHBIXY;
~DenepanbubM 3ak0HOM 0T 25.07.2011 1. Ne 261-®3 «O BHecennyu u3menenuii B OeepaibHblii
3aKkoH «O TepCOHANBHBIX JTAaHHBIX»;
—@enepanbibiM 3akoHoM 0T 22.10.2004 r. Ne 125-03 «O6 apxuHoM Jjene B Poccuiickoit
®@eneparmn»; —@Penepanbubiii 3akon ot 27.07.2006 r. Ne 149-03 «O6 wunpopmanmm,
HH()OPMAIMOHHBIX TEXHOIOTHSX H O 3alUTe HHPOPMALHI;
~ITocranosnenue pasurensctsa PO ot 16.04.2003 1. Ne 225 «O Tpy0BBIX KHHKKaX);
~Ilocranosnenre Muntpyga P® or 10.10.2003 r. Ne 69 «O6 yTBepHICHAU HHCTPYKIHH TIO
3aI0JHEHHIO TPYAOBBIX KHHKCKY; :
~[Tocranosnenue ['ockomcrata PO or 05.01.2004 1. No 1 «O6 yTBep)KACHHN YHHPHIMPOBAHHBIX
(opM NepBHYHOM YYETHOH JOKYMEHTALMH 110 YUeTy TPY/Ia M €ro OIUIaThly;
—TTocranosnenue [ockomctata P® ot 24.03.1999 r. Ne 20 «OO6 yTBEepKICHHH IOpsS/IKa
MPUMEHEHHS YHU(PUIMPOBAHHBIX (OPM MEPBUYHOM YUETHON JOKYMEHTAIIMH;
—ITpuxas I'nasroro apxusoro ynpasienus CCCP or 23.05.1988 r. Ne 33 «l'ocynapcrsennas
cHCTeMa JIOKYMEHTAIMOHHOTO oOecrieuenusi ynpaeienus. OcHoBHbie mnonoxkernus. OOume
TpebOBaHHS K JOKyMEHTaM H Ci1yk0aM JOKyMEHTAIMOHHOTO 00eCTIeYEHUs»;
—«Obmepoceutickuit  Knaccudukarop  ynpasienueckoid  jokymentammmy  OK - 011-93,
yreepiennsii [locranosienuem ['occranaapra PO ot 30.12.1993 r. Ne 299;
—«YHUDUIMPOBAHHAS CHCTEMA JOKYMEHTauuH. YHM(UIMPOBAHHAS CHCTEMa OpraHM3alMOHHO
pacriopsuTebHol fokyMenTanuu. TpeGosanus k odopmiennio jgokymentos. [OCT P 6.30-
2003», yrBepxkacnnbii [loctanosnennem I'ocerangapra Poccuu ot 03.03.2003 r. Ne 65-CT;
—«JlenonpomssoactBo M apxuHoe jeno. Tepmunbl u onpexenenus. [OCT P 51141-98»,
yrBepxiennsii [locranopnenunem [occranmapra PO or 27.02.1998 r . Ne 28; -T'OCT 17914-72
OGIOKKH /1€ JUTHTETBHBIX CPOKOB XpaHeHus. THIIbI, PA3HOBHIHOCTH, TEXHHUECKHE TPeDOBaHHuS,
yrBepkaennbii [locranosnennem [ocynapersentoro komurera cranmapro Cosera MuHHCTPOB
CCCP ot 17.07.1972 . Ne 1411;
—«Ilepeyenp THIIOBBIX YNPABIEHYECKUX AOKYMEHTOB, 00pasyloIMXCs B MPOLECCe JeATENbHOCTH
TrOCY/IapPCTBEHHBIX OPraHoB, OPraHOB MECTHOTO CAMOYIpABICHHMS M OPraHU3alHd, ¢ yKasaHHEM

CPOKOB XpaHeHWs», yTBepkZIeHHbIH npukasom MumncrepersoM Kymbryper PO or 25.08.2010
Neo1858;



—«OcHoBHbIE TpaBWia pabOThl apXUBOB OpraHu3anuiiy, omodpeHHble pemieHueMm Koimerun
Pocapxusa ot 06.02.2002 r.

1.3. Tlopsimoxk u mpaBuiga pabOTBI C JOKYMEHTaMH, YycTaHOBJIeHHbIe [lonoxeHuem,
o0s3arenpHbl 111 BceX coTpyAHUKOB MKOVY «COIIl Nel8» CoTpyaHHMKH HECYT NEPCOHAIBHYIO
OTBETCTBEHHOCTH 32 BBINOJIHEHUE TpeOoBanuii HacTosAwero [lomoxeHus.

1.4. HenocpencrBenHoe BeaeHue nenonpoussojctsa B MKOY «COLI Nel8» Bosnaraercs
Ha CeKpeTaps IIKOJbl, HA3HAYEHHOTO0 OTBETCTBEHHBIM 32 BEJICHUE JEIIOMPOM3BOACTBA, KOTOPBII
obOecrieunBaeT yd4eT M TPOXOXJICHHE JIOKYMEHTOB B YCTAaHOBIIGHHBIC CPOKH, WH(GOPMHUPYET
PYKOBOACTBO O COCTOSSHMM HX HWCIIOJIHEHHUS, OCYIIECTBIISIET O3HAKOMJICHHUE COTPYIHUKOB C
HOPMATHUBHBIMHU U METOJIMYECKUMH IOKYMEHTAMH I10 JCJIONPOU3BOCTBY.

1.5. OOt KOHTPOJIb JOKYMEHTAIIMOHHOTO obecrneueHust nesreabHoctd MKOY «COIIl
Nel8», cobmroieHns €IMHON CHCTEMBI JEIOMPOU3BOICTBA, METOUIECKOE PYKOBOJICTBO pabOTOi €
JOKyMEHTaMu M oOydeHHe pPaOOTHHKOB OCHOBHBIM TPEOOBaHUSM K COCTaBICHHIO U OOOpPOTY
JIOKYMEHTAIlMX BO3JIaraeTcsi Ha AUPEKTOpa.

1.6. OTBETCTBEHHBI 3a BEACHUE JICJIONPOM3BOACTBA HECET JAUCHUILUIMHAPHYIO
OTBETCTBEHHOCTH 3a BBINOJIHCHUE TpeOoBanmii [10JI0)KEHHS O 1EIOMPOU3BOJICTBY, COXPAHHOCTh
HAXOJSIIUXCS y HEro CchnykeOHbIX JokymMeHToB. OO0 yTpaTe [AOKYMEHTOB HEMEJICHHO
JIOKJIAJBIBACTCS] TUPEKTOPY.

1.7. Ilepenaua JOKYMEHTOB M MX KOMUN paOOTHUKAM CTOPOHHUX OpPTaHU3ALUNA OIMYCKAETCs
C paspeuieHusi JIUpPEeKTopa W YIOJHOMOYEHHBIM MM JIMIIOM 34 UCKIIOYEHHEM CIIy4acs,
MpeyCMOTPEHHBIX 3aKOHOAaTenbCcTBOM Poccuiickoit denepanuu.

1.8. [Ipu yxoae OTBETCTBEHHOTO 3a JICIONPOU3BOICTBO B OTITYCK, YOBITUM B KOMaHIUPOBKY,
YBOJBHEHUU WM TepeMenieHus (IepeBoie) HMEIOIIMecs Yy HEro JOKYMEHThl IO MpHUKa3y
JTUPEKTOPA MEePEIAIOTCS IPYroMy PaOOTHHKY.

1.9. IIpaBa, 00s13aHHOCTH M OTBETCTBEHHOCTh COTPYJIHHKA, OTBETCTBEHHOTO 3a BEICHUE
JIETIOTIPOU3BO/JICTBA, OMIPEIEISIOTCS TOJDKHOCTHON MHCTPYKIIUEH U TPYIOBBIM JJOTOBOPOM.

2. lenu u 3a1a4m 1€710MPOU3BOJICTBA

2.1. enu:
—JIOKYMEHTallMOHHOE odopMIleHHe M obecrieueHue JesrenbHocTH M pa3utus MKOY «COII
Nel8»; —oOecneueHne MONTHOIO COOTBETCTBUS JOKYMEHTAJIBHOTO OQOpPMIIEHHS JEHUCTBYIOIIEMY
3aKOHOJATENbCTBY W OpPraHU3alMOHHO-TIPABOBBIM HOPMaM Ha OCHOBE  HCIOJIb30BAHHUSA
COBPEMEHHOM TEXHUKHU M aBTOMAaTH3aI1H.

2.2. 3anaumu:
—co3aHue 0a3bl JUII TPaMOTHOTO COCTaBJieHHsA, OGOpPMIIEHHUs, XpaHEHUs OQHUIHAIbHBIX
JIOKYMEHTOB; —00€ecleueHNe XpaHEeHUs! U MPUMEHEHUs MeYaTH B COOTBETCTBUM C HOPMATHUBHBIMU
TpeOOBaHUSIMU; —TIOBBIIIEHWE YPOBHS TEKCTOBOM  yNpaBICHUYECKOM KYJbTYyphl  WIEHOB
aJIMUHUCTpalMK; —oOecreyeHne KOH(PUICHIMANbHOCTH JIMYHBIX JAaHHBIX COTPYJHHKOB U
o0ydJaronuxcs.

3. IIpyHLIMIIBI 1€70TIPOU3BOICTBA

3.1. IocTymmHOCTh ¥ COMTOCTAaBUMOCTh YUETHBIX JTAaHHBIX.

3.2. CBOeBpeMEHHOCTb MEPBUUHOI 00pabOTKH HH(OPMALIUH.
3.3. CucremMaru3anus LIKOJIbHBIX JOKYMEHTOB.

4. @yHKIUY ETONPOU3BOJICTBA

4.1. JIoOKyMEHTUPOBAHUE YIIPABIECHYECKOU IESITETLHOCTH.

4.2. JlIokyMEHTUpOBaHUE TPYJOBBIX IPABOOTHOIIEHUH.

4.3. O6paboTka u nepeMenieHne JOKyMEHTOB.

4.4. Peructpauusi JOKYMEHTOB, oOecreueHHe JOKYMEHTHOW HHQopManuu, y4eT M aHalu3
JIOKYMEHTO000pOoTa.

4.5. KoHTpOJIb NCTIOJTHEHUS IOKYMEHTOB.

4.6. KoMnbroTepHOE M3rOTOBJIEHUE, KOMUPOBAHUE U PA3MHOKEHHUE TOKYMEHTOB.



5. Tunsl u Buasl 1oKyMeHTOB, mpuMeHsieMbiXx B MKOVY «COILI Nel8»
B mikosne co3garoTcsi JOKYMEHTBI IECTH OCHOBHBIX BUJIOB:

5.1.  OpraHu3anMOHHO-TIPABOBbIE JOKYMEHTBI - 3TO KOMIUIEKC B3aUMOCBSI3aHHBIX
JIOKYMEHTOB, PETIAMEHTUPYIOIIUX CTPYKTYPY, 3a71a4u, (PYHKITUHU IIIKOJIBI, OpTaHU3AIHIO €€ PabOThI,
npaBa U OOS3aHHOCTM W OTBETCTBEHHOCTh YYAaCTHHKOB OOpasoBareibHOro mpormecca. B MKOY
«COMI Ne18» cyiiecTBYIOT ClIEIYIOIINE BUIbI OPraHU3aIMOHHBIX JJOKYMEHTOB:

— YcraB — cBOJ NPaBuUJl, PETYIUPYIONIUX JIESITEIbHOCTh IKOJIbI, €€ B3aMMOOTHOIIICHUS C APYTUMU
OpraHM3alMsIMU M TpaKJIaHaMd, MpaBa M O0O0s3aHHOCTH B cdepe TOCYJapCTBEHHOH WU
XO3SHCTBEHHOM JeSITCIIbHOCTH,

— JluieH3us Ha MPaBO BeJIEHUST 00pa30BATENBHOM JEATCIILHOCTH,

— CBHUJIETENBCTBO O TOCYJAPCTBEHHOM aKKpEIUTAIlUK;

— JIomKHOCTHASI MHCTPYKIIMS - OPraHU3aUOHHBIA IOKYMEHT JUTMTEILHOIO WIIM MOCTOSIHHOTO CPOKa
NEHCTBUS, B KOTOPOM OMpECNeHbl TEXHUYECKHe, (UHAHCOBBIE CTOPOHBI JIEATEIHLHOCTH
JOJKHOCTHBIX Juw; — IlltatHoe pacnucaHue - MOKYMEHT, 3aKpEIUIIONMNA JOJDKHOCTHOM U
YUCJICHHBIM COCTaB IIKOJBI ¢ yKazaHueM (oHma 3apaboTHO# miaTel (Tapudukamnus). B mratHOM
pacrycaHuy yKa3bIBAIOTCS TMEPEUEHb JOKHOCTEH, CBEICHUS O KOJMYECTBE INTATHHIX eAUHUI]. B
Tapu(pUKAUU YKa3bIBAIOTCS, JOMKHOCTHBIE OKJIa/Ibl, HaJ0aBKU;

— [IpaBusia BHYTpeHHETO TPYIOBOTO PACTIOPSIKA;

— TexHu4eckuii nacmopr;

— KomiexkTuBHBIN OTOBOP.

5.2.  CraHgapTH3UpyIOIIME JTOKYMEHTBI — JIOKYMEHTBI, OIKCHIBAIOIINE IPOIIECCHI,
CBSI3aHHBIEC OCHOBHOMW JESTENBHOCTHIO IIKOJBI (MPOIECCHBIN), TUO0 HE CBSI3aHHYIO C OCHOBHOM
JeSITeTbHOCTBIO (HEMPOIECCHBIN). DTO JOKYMEHT, KOTOPBIA CTaHmapTusupyer padory B MKOY
«COI Ne18». CymiecTBYIOT CAEAYIOIIME BUAbI CTAHAAPTU3UPYIOIIHUX JOKYMEHTOB:

- [lonoxxeHne — 3TO MPABOBOM aKT, OMPEICIIAIOMNN OPSIIOK 00pa30BaHus, 3a/1au, 00s3aHHOCTH,
IpaBa, OTBETCTBEHHOCTh U opranuzauuto padotel MKOY «COII Nel8».

- WHCcTpyKumMs — 5TO HOPMATUBHBIA JOKYMEHT, C TIOIIATOBBIM OIKMCAHUEM OIPEICICHHOTO
HEeOOJIBIIIOTO TIpoliecca, JEHCTBHUS.
5.3. PacnopsinuTenbHble JTOKYMEHTBHI — JOKYMEHTBI, KOTOpbhIe (UKCHPYIOT pelleHus

aJMUHHCTPAaTUBHBIX W OpPraHM3al[MOHHBIX BOIIPOCOB, a TaKXe BOMNPOCOB YIPaBIICHUS,
B3auMoJieiicTBusA, oOecneueHuss W perynupoBanust gesarenbHocTh MKOY  «COHI  Nel8».
PacniopsiuTenbHBIMU TOKYMEHTAMU B IIKOJIE SIBJISIOTCS: IPUKA3 U PacHOpsKEHHE.
- IIpuka3 — npaBoOBOI aKT, M3/1aBa€Mblil JTUPEKTOPOM MJI PEIICHHS OCHOBHBIX M OIEPAaTHUBHBIX
BorpocoB JesaTeabHOCTH MKOY «COIII Nel8».
- Pacnopsbxkenue - mpaBOBOM akT, M3JaBacMbli PYKOBOAMTEIEM YUPEXKACHHS, ACHCTBYIOLIUM
eauHoNn4YHO. [IpaBoM m3naBaTh pacHopsKEHHS] MOTYT HAJENATbCS 3aMECTUTENH PYKOBOAMUTENS
OpraHM3al1H 110 BOIPOCAM UX KOMIIETEHIUH.

5.4. UndopmanimoHHO-CIIpaBOYHbIE JOKYMEHTHI:
—IIPOTOKOJIBI, aKTHI: MO (DAaKTy; COOBITHIO B IIKOJIE; Pa300py KOHGIMKTHBIX CUTYalUil U Ap.
— CIPaBKM: YI0CTOBEpsIOLIe ropuandeckue Gpaktel; 06 06yduenun odydaromuxcs B MKOY «COILI
Nel8» ; o moaTBepkaeHNM nepeBoaa odyuvaromerocs B pyryio OO; 1 COTpYIHUKOB; O pakTax
win coOBITHSX B xku3HeaearenbHocTd MKOY «COIIT Nel8y.
— JIOKJIaJTHBIE;
— 00BSACHUTENbHBIE 3aITUCKU;
— CIIy’)KeOHbIe ITUChMa;
— 3asIBKU.

5.5. YyeOHo-nienarornyeckre nHGOpMaluOHHbIE TOKYMEHTBHI:
— anaBUTHAs KHUTA 3aIIMCH 00YYaIOIINXCS;
— JINYHBIE JIeN1a 00YJaroIuXCs;
— JKypHAJIbl 3JIEKTUBHBIX KYPCOB;
— KypHAJIbl KPYKKOB;
— ’ypHaJIbl BHEYPOUHOU JEATENBHOCTH;
— J)KypHaJI TPYIIIBI IPOAJICHHOTO JTHS;



— JKypHaJIbl y4eTa 3aHATUHA UHIAUBUAYAIbHOTO O0yUYEeHHUS;
— JKypHaJIbl y4eTa 3aMelCHHBIX YPOKOB;
— KHUTW ydeTa OJIAaHKOB M BBIIaYM aTTECTAaTOB 00 OCHOBHOM 0OIIeM OOpa3oBaHHM M y4yeTa O
cpemHeM o01eM o0pa3oBaHuH;
— KHUTA y4eTa JABIKEHHsS YUalluxcs;
— CHpaBKHU IO pe3yJbTaTaM MPOBEPOK 00pa30BaTEIHLHOIO MPOIIECcCa;
— KHUT'a IPOTOKOJIOB N1€JICOBETOB.
5.6. JIOKyMEHTBI 110 TPYIOBBIM [IPaBOOTHOLLIEHUSIM:
— IPUKA3bl 110 JINYHOMY COCTAaBY;
— JINYHBIE JIeJ1a COTPYAHUKOB;
— JINYHbIE KAPTOUYKU COTPYIHUKOB (. T-2.

6. [Topsinok pa3paboTKH, MOJATOTOBKU U COTJIACOBAHUS TOKYMEHTOB

6.1. JIokyMeHTBl IOJKHBI OBITH OopmiieHBl TIO ¢Gopmam, npuHATEHIM B MKOVY «COILI
Nel18» -Ha nmuctax A4 ¢ peKBU3UTAMM IIKOJIbI.

6.2. CrangapTu3upymollye, pacnopsAUTEIbHbIE JTOKYMEHTBI U JIOKYMEHTHI [0 TPYAOBBIM
MIPABOOTHOLICHHSIM M3/1aI0TCS TOJIBKO 32 MOMAIMKUCKHIO JUPEKTOPA.

6.3. OpraHu3allMOHHO-IIPaBOBbIE JIOKYMEHTBl YTBEP)KIAIOTCS TOJIBKO JIUPEKTOPOM.
[lepeuens nokymeHToB MKOVY «COILL Nel8y», noanexamux yTBEpKICHUIO JUPEKTOPOM:

— rojoBoi kaneHaapHbli wiaH MKOY «COLI Nel8y»;

— yuebnsiii uian MKOY «COIT Nel8y;

— pacnucaHue ypoKoB;

— pacnucaHue 3BOHKOB;

— pacnucaHue Kpy»KKOB, 3JIEKTUBHBIX KYpPCOB;

— rpadyiK MUTAHKS YYAIIUXCS B IIKOJILHON CTOJIOBOM;

— rpaduk IexXypcTBa yUUTeNeH;

— MpaBUJIa BHYTPEHHETO TpyAoBoro pacnopsaka coTpyaHukoB MKOVY «COLLL Nel8»;

— JOJDKHOCTHBIE MHCTPYKLUHU COTPYIHHUKOB;

— MHCTPYKLIUU IO OXpaHe TPY/a;

— TOJIOKEHHE OO0 YCIOBUSX OIUIaThl Tpyda pabOTHUKOB MYHUIMIAIBHOIO OHOJKETHOTO
o01eobpazoBaTenbHOrO yupexaeHus «Cpeansisi oomeoopazoBaTenbHas mkosa Nel8» u nip.

6.4. UWudpopmanMoHHO-CIIpaBOYHbIE M y4eOHO-Iefarormyeckue  HMH(OpMarMOHHbIE
JIOKYMEHTBI MOTYT CO3/aBaThCsl, IEPEIABATHCSA U IPUHUMATHCA JIFOOBIMU IPYTMMH COTPYAHUKAMH,
0003HaYeHHBIMU B COOTBETCTBYIOIIMX TMpUKa3aX, MHCTPYKIUSAX M JpYyrux gokymeHtax MKOVY
«COHI Nel8».

6.5. JIokyMeHTbI MOTYT OBITH O(QOpPMIIEHBI KaK Ha OyMaXXHbIX, TaK W Ha DJIEKTPOHHBIX
HOCUTEJISIX.

6.6. JIOKyMEHTBI MOJDKHBI OBITH TMPEAETBPHO KPAaTKUMH U SCHBIMH IO COJEP’KaHHUIO,
BCECTOPOHHE 0OOCHOBAHHBIMH U OTPEJAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 3a KayeCTBO IOATOTOBKM JIOKYMEHTOB M JOCTOBEPHOCTH
CoJIepKalIiXcs B HUX CBEJIEHUSAX BO3JIaraeTcs Ha JIMII, OJIrOTOBUBIIMX MPOEKT JOKYMEHTA.

6.8. OTBETCTBEHHOCTh 3a KauyeCTBO IOJATOTOBJIIEHHBIX K HCIOJHEHUIO JOKYMEHTOB
BO3JIaraeTcsl Ha JUPEKTOpa IIKOJbI.

6.9. IlocnenoBarenpHOCTh JEHCTBUI U ITpaBUJIa yIIPABICHUS TOKYMEHTALUEN.

6.9.1. IIpoext nokymeHTa pa3pabaTbiBaeT COTPYIHUK-UHHUIIMATOP JHOO0, €ciH

MHULMATOPOM SIBJIIETCS BBILLECTOSALIEE JIUI0, TO COTPYIAHUK, HA3HAUYEHHBIH JTUPEKTOPOM.

6.9.2. JIOKyMEHT KOpPpPEKTHUPYETCS, COIJlacyeTcsi C  3auHTEPECOBAHHBIMH

COTPYAHMKAMHU U YTBEPKAAETCA Y AUPEKTOPA.

6.9.3. KOHTpOJb BBIOJHEHUS JEHCTBUM, N3JI0KEHHBIX B JOKYMEHTE, OCYILECTBIISIET

JOJKHOCTHOE JIMIIO, YKa3aHHOE B JOKYMEHTE, K KOTOPOMY OTHOCHUTCS IaHHBIM TOKYMEHT.

6.9.4. JlanHblE O pe3yNnbTaTax BBINOJIHEHUS AEUCTBUH, U3JI0KEHHBIX B TOKYMEHTE, U

KOPPEKTUPYIOIUX U (WJIK) TPeaynpexIaonuX JAeUCTBUIX NEPEeNaloTCs OTBETCTBEHHOMY

JIMIY IO KOHTPOJIIO 32 BBIIIOJIHEHUEM JIEUCTBUM, U3JI0KEHHBIX B JIOKYMEHTaX.



6.10. Hoctyn x uHpopmanuu, pabora ¢ JOKYMEHTAMH, COACPKAIIUMU CIIY)KEOHYIO TallHy U
nepcoHanbhubie qaHHble. Corpyanuku MKOVY «COIIl Nel8» uMeroT pa3iauyHble MOTHOMOYHS 10
noctyny K WH(GOpMalnMOHHBIM pecypcaM (B T.4. JOKymeHTaM). Karteropuum mnonb3oBateneii u
YPOBHHU JIOCTYIIa PETIIAMEHTUPYIOTCS MIPUKA30M JUPEKTOPA IIKOJIBI.

7. TpeboBanus K 0hOPMIICHUIO TOKYMEHTOB
7.1. K pekBu3uTam 10KyMEHTOB:

7.1.1. EguHCTBO mIpaBWJI JIOKYMEHTHPOBAHMUS YIPABICHUECKOH JEATEIbHOCTH
o0ecrnieunBaeTcs MpUMEHEHHEM YHU(DUIUPOBAHHBIX (POPM TIOKYMEHTAllMU B COOTBETCTBUU C
tpeboBanusimu ['OCTa;

7.1.2. Kaxnaplii BUJ JOKYMEHTa JOJDKEH UMETh CTPOrO OINPE/IEIICHHbIE PEKBU3HUTHI,
CTaOMIIBHBIN 6 TIOPSAI0K UX PACHOIOKEHUS U 0(OPMIICHUSI.

7.1.3. JlaToii mOKyMeHTa SBJSETCS Jara €ro IMOJNUCAHUSA;, ISl JOKYMEHTAa,
[IPUHMMAEMOI'0 KOJIJIETHAJIbHBIM OpPraHOM, - JaTa €ro HPHUHATHS; JUIsl YTBEPKAAEMOIO
JOKYMEHTa — JjaTa yTBepxkaAeHus. JlaTta JOoKyMeHTa MpOCTaBIseTCs] JOHKHOCTHBIM JIULIOM,
MIOJNKCHIBAIOIIMM UM YTBEPKIAIOUIUM JIOKYMEHT.

7.1.4. JInd TOKyMEHTOB, COCTaBIEHHBIX COBMECTHO C HECKOJIBKUMHU OPTraHU3alUIMU,
JTaTOM JOKYMEHTA SIBJISIETCS AaTa MOANMCAHMS €ro MOCIEIHEN OpraHu3aluen.

7.1.5. OcoObiM crocoOOM BBEIEHHUS JTOKYMEHTAa B JCHCTBHE SIBISETCS €ro
yTBepKAeHUE. JIOKYMEHTBI YTBEPKAAET JUPEKTOP.

7.1.6. Ha nokymeHTax, NONJIEKAIINX YTBEPKACHHUIO, TpHU( yTBEPKICHUS
IIPOCTABJISIETCS B IPABOM BEPXHEM YTIJIy [IEPBOTO JIUCTA JOKYMEHTA.

7.1.7. BuzupoBaHue MpoeKTa JOKYMEHTa MPOBOJIUTCS MPH HEOOXOAUMOCTH OLIEHKU
00OCHOBAaHHOCTH JIOKYMEHTA, COOTBETCTBHSI €TI0 IPABOBBIM aKTaM W paHee NPHUHITHIM
PEIICHUSIM.

7.1.8. Buza npocraBiisieTcsi B HUKHEH 4acTU 00OPOTHOM CTOPOHBI ITOCIEIHETO JIUCTA
MOAJTMHHKUKA PACTIOPSIAUTEIHLHOTO MPAaBOBOro akTa. Ha mpoekTe 3akoHOAaTeNbHOrO aKTa, Ha
BHYTPEHHEM JIOKYMEHTE U Ha KOIMH OTIPABISAEMOro JTIOKYMEHTa, BU3bI MPOCTABIISAIOTCS Ha
JIULEBON CTOPOHE TOKYMEHTA.

7.1.9. 3ameuanusi, ocoOble MHEHUS M JONOJHEHHS K TPOEKTYy JOKYMEHTa
opopMIIsIOTCST Ha OTHENBHOM JIMCTE. 3aMeydaHus JOKJIAJbIBAIOTCS PYKOBOJIUTEIIIO,
MOJNKCHIBAIOIIEMY JTOKYMEHT.

7.1.10. CornacoBaHue J0KyMeHTa 0(OpMIISIETCS BU30IM Ha JJOKYMEHTEe WiIH IpudoM
COTJIACOBAHUSI.

7.1.11. CornacoBaHue mpoeKTa JOKyMEHTa MPOBOAMTCS C OpraHaMH YIpPaBJICHUS U
OpraHM3alsIMH, UHTEPECHI KOTOPBIX B HEM 3aTParuBaroTCs, - BHEIIHEE COTJIACOBAHUE.

7.1.12. BHemHee corjiacoBaHue JOKYMEHTa OQOPMIISETCS COOTBETCTBYIOLIMM
rpucdom. I'pud cormacoBanuss BkItouyaeT B cebs ciaoBo «CoriacoBaHo», HaUMEHOBAaHUE
JOJDKHOCTH JIMIAa, C KOTOPBIM COIJIACOBBIBACTCA JOKYMEHT (BK/IIOYas HauMMEHOBAaHUE
OpraHM3alyu), JUYHYIO MOJAINUCH, PAaclIM(pPOBKY MOANHUCH M JATy COIJIAaCOBAHMS WU
Ha3BaHME JOKYMEHTA, MOATBEPKAAIOIIErO COTIACOBAHUE U €T0 JIATYy.

7.1.13. I'puc cornacoBanus pacrosaraercs B JEBOM BEPXHEM YTy TOKYMEHTA.

7.1.14. Pe3omonyst — KpaTKO€ NUCbMEHHOE MOPYYEHHE, TOATOTOBIEHHOE TI0 UTOT'aM
paccMOTpeHMs] TOCTYNMUBLIETO B YYpexAeHHe JoKyMeHTa. Pesomiouus odopmiisercs
HETMOCPEJCTBEHHO Ha JOKYMEHTe — Ha CBOOOJHOM MeECT€ JUIIEBOM CTOPOHBI IEPBOM
CTpaHUIIBL.

7.1.15. Pesomronust BKJItoyaeT B ceOsi CBelEHUS 00 WCHOJIHMUTENE MOpPYUYECHHUs
(HaMMEeHOBaHWE €ro JOJDKHOCTH, (hamruivisi, WHUIIMAJBI), COACpP)KAaHWE TOPYYEHHs, CPOK
UCIIOJIHEHUS, HAaMMEHOBAaHUE JOJDKHOCTH JIMIA, OTHABIIETO0 IOPYYEHHE, €ro JIMYHYIO
noAnuch M pacmndpoBky, aary. Eciu pesomtonus npeamnonaraeT nopydeHue Ais AByX U
Oosiee JMI, OTBETCTBEHHBIM HCIIOJHHUTEIEM SBIISETCS JUIO, yKa3aHHOE B IMOPYYEHUH
MIEPBBIM.



7.1.16. Ha noxymeHTax, He TpeOYIOIIMX YKa3aHWW IO HMCIIOJHEHHIO M MMEIOIIUX
TUIIOBBIE CPOKU HCIIOTHEHHUS, B PE3OJIIOINH yKa3bIBAIOTCS MCIIOIHUTENb, MOJIMUCH aBTOpa
pe30IIIoLMH, AaTa.

7.1.17. B cny4dae, eciim JOKYMEHT COACPKUT MPHIOKEHHUS, 00 3TOM JIOJDKHA OBITH
clenaHa CChUIKA B JIOKyMEHTe. [Ipuilo)KeHUs ITOJDKHBI MMETh BCE HEOOXOAMMEBIE st
JOKYMEHTa PEKBU3UTHI.

7.1.18.Ecnu npuiiokeHus B TEKCTE€ HE Ha3BaHbl, TO B KOHIE TEKCTa JOKYMEHTa
HE00XO0IMMO MEePEUNCIUTh UX Ha3BaHUS, KOJIMYECTBO JIUCTOB U 3K3EMIUISIPOB Kax 0T 0.

7.1.19. Ilpu HaMU4YUM HECKOJBKUX MPHUIIOKEHUN K PACIOPSAIUTEIbHOMY JIOKYMEHTY
Ha HUX MPOCTaBISIOTCS NOpsiaKoBble HOMepa: [Ipunoxenue 1, [Ipunoxenue 2 u T.1.

7.1.20.JI0KyMEHTBI MOJMUCHIBAIOTCS JUPEKTOPOM WM JIUIIOM, MCHOJIHSIOIIUM €ro
00sI3aHHOCTH, a TakK)K€ MHBIMHU JIUI[AMH, B COOTBETCTBHH C 3aKOoHOAarenscTBOM P®. He
paspelaercsi MOMUCHIBATh IOKYMEHTHI C MPEIOTOM «3a», MPOCTAaBIsIs KOCYI0 YepTy WIH
Jpyrue 3HAaKW Iepe]l HauMEHOBAaHHEM JOJDKHOCTH. JlokymeHT 0e3 MOAmuCcH HE HMeeT
ropuandeckoi cuibl. [loanuck AUpeKkTopa CKpeIuiseTcs MeYaTbio YUpexK AeHUs.

7.1.21.0TTHCK TIeyaTH 3aBepsieT MOUIMHHOCTb MOJNMCH JIOJDKHOCTHOTO JIMLA Ha
JOKYMEHTaX, YAOCTOBEPSIOMIMX IpaBa JHll, (QUKCUPYIOIMX (aKThl, CBS3aHHbBIE C
(UHAHCOBBIMU CpEJICTBAMHU, a TakK)Ke€ Ha HHBIX JIOKYMEHTaxX, NPeIyCMaTPHBAIOIINX
3aBepeHre nomuHHoW mnoanucu. llepeuens noxkymentoB MKOY «COII Nel8» , Ha
KOTOPBIX CTaBUTCS MEYaTh:
— YCTaBHBIE IOKYMEHTHI;
— TPYAOBBIE KHUXKKU;
— XapaKTEePUCTUKHU, CIIPABKH;
— aKThl CIAYU-TIPUEMKH U CIIUCAHUS;
— BbIKUCKHU U3 JOKyMeHTOB MKOY «COIIl Nel8» u ux xonuu;
— rapaHTHIHbIE MHChbMA U JJOBEPEHHOCTH;
— JIOTOBOPBI;
— pacropsKeHus;
— MPUKAa3bI.

7.1.22. Ilpu 3aBepeHUM COOTBETCTBHSA KONUM JOKYMEHTa IOJUIMHHUKY HHXE
pexkBusuta «llognmuce» TPOCTABIAIOT 3a BEPUTENbHYIHO HaAnuchk: «Komus BepHay;
JOJDKHOCTh JIMIIA, 3aBEPUBIIETO KOMUIO, JUYHYIO TMOJIMUCH;, pPaCIIM(PPOBKY MOIITUCH
(uHUIMAIBL, (PAMUITUIO); ATy 3aBEPEHUs.

7.1.23.0tmMeTka 00 UCHOJHUTENE BKJIOYaeT B ce0s MHULMAIB U  (DaMUIIUIO
WCIIOJHUTENS JOKYMEHTa, U HoMep ero tenedona. OTMETKy 00 UCTIOJHUTENE PacloiararoT
Ha JINLIEBOM WJIM 00OPOTHON CTOPOHE MOCIEAHETO JUCTA JOKYMEHTA B JIEBOM HI)KHEM YTIIy.
7.2. K TectaM JOKYMEHTOB:

7.2.1. CnienoBanue HopMaMm O(PHUITHATBHO-/IETIOBOTO CTUJIS PEYH:

- KpaTKOCTb M TOYHOCTb W3JIOXKEHHUS WH(GOPMAIUU, HCKIIOYCHHE JBOSKOTO

TOJIKOBAHUS,

- 00BEKTUBHOCTH M IOCTOBEPHOCTH MH(GOPMAITUH;

- COCTaBJIEHHE, [0 BO3MOXKHOCTH, MPOCTHIX (T.€. COJAEp)KAIIMX OJIMH BOIPOC)

JIOKYMEHTOB JIJIsl OOJIETYCHHSI U YCKOPEHHS padOThl ¢ HUMH, a TAaKXKE CIIOCOOCTBYET

paBUIbHOMY (DOPMUPOBAHUIO JIET;

- CTPYKTYpUPOBaHME TEKCTa Ha CMBICJIOBbIE 4YacTH. B mepBoil yka3bIBaroTCs

OCHOBAHUS WM MPUYUHBI COCTABIEHUS JOKyMEHTOB. Bo BTOpO# yacTu m3nararorcs

pelIeHus, pacTiOpsHKEHUS, PEATIOKEHU S, MHEHHSI, BRIBOJIBI, IPOCHOBI;

- ICTIOJIb30BaHUE TpapapeTHBIX U TUITOBBIX TEKCTOB IIPH OMMMCAHUH TTOBTOPSIOIINXCS

YIPABICHUYECKUX CUTYALIUM.

8.IIpaBuia noAroTOBKU U 0(OPMIIEHUS TOKYMEHTOB
8.1. IIpuka3sr.



8.1.1. Ilpuka3 - nmpaBoOBOI aKT, U3/1aBAEMbII AUPEKTOPOM JUIsl PEILIEHUSI OCHOBHBIX U
OIIEPATUBHBIX BOIIPOCOB JEATEIBHOCTH O0IE00pa30BaTEIbHOIO YUPEKACHUS, SBIIAETCS
OJIHUM U3 BaXHEUIINX TOKYMEHTOB YUPEKICHHUS.

8.1.2. Ilpuka3z wuzmaercs pykoBoauTeiaeM yupexacHus. OH BCTymaeT B CHIY C
MOMEHTA €ro NOINUCAHUS IUPEKTOPOM LIKOJIBI.

8.1.3. Odopmisiercst nmpuka3 Ha jgucte dopmara A4 W OJDKEH UMETh CIEIYIONINe
PEKBU3UTBHI:

— HaUMEHOBAHUE YUPEKICHUS;

— HalMEHOBAHUE BHU/A JIOKYMEHTA;

— J1aTy U HOMEp AOKYMEHTa;

— 3aroJI0BOK;

— TEKCT;

— OTMETKY O MPUJIOKEHUHU (TIPH HATTUYHUH);
— HOJIINCB;

— Ieyars;

— 03HAaKOMJICHHUE.

8.1.4.HaumeHoBaHue opraHu3anuy 0popMIIsieTCsl B COOTBETCTBUU C Y CTaBOM.

8.1.5. Ilpuka3 mneuataerca ¢uaroBeiM crnocobom. Kaxngas cTpoka peKBU3UTOB
HAuMHAeTCs OT JIeBOM IpaHUIbl TEKCTOBOrO Mojisi. BepxHee moje AOKyMEHTa JOJDKHO
cocraBiaTh 1,5 cm, HmwkHee 1,5 cm, neBoe 2,0 cm, mpaBoe 1,0 cm. Jlara odopmisercs
apabckuMu UG paMu, HOMEp COCTOMT U3 3HaKa Ne U MOpsIKOBOr0 HOMEpa IpUKas3a.

8.1.6. Hymepanus mpuka3oB NMPOM3BOAUTCS B BaJOBOM MOpsAKE ¢ sHBaps mo 31
nexadps B mpenenax yueOHoro roja.

8.1.7. Hymepanus mpuKa3oB IO yYallUMCS MPOU3BOJUTCS B BAJIOBOM IOPSJIKE C
ceHTs0ps 1o 31 aBrycra B npezenax yueOHoro roja.

8.1.8.Mecro u3nanus npukasa — x. Jlemuno.

8.1.9. 3aronoBOK JODKEH KpaTKO M TOYHO OTPa)kaTh COJIEpKaHME TEKCTa MpUKa3a.
3aroJoBOK, Kak MpaBWIO, (HOPMYIHPYETCS B MPEAJIOKHOM IaJeKe. 3aroyioBOK IEYaTaroT
OOBIYHBIM HIPU(PTOM MM 8 KYpCHBOM, € a03aIl[HBIM OTCTYIIOM 0e3 KaBbIYEK, pacroiaras oT
JIEBOM TI'paHUIbl JHMCTA. 3aroJIOBOK, COCTOSIIMN M3 JIBYX U 0OoJjiee CTPOK, pacroyiararoT Ha
CTPaHULE Y€pe3 OJIMH MEKCTPOUHBIN MHTEPBAJ. TOUKY B KOHIIE 3ar0JIOBKA HE CTaBST.

8.1.10.TexkcT oTaensercs OT 3arojoBKa TPeMs MEXCTPOYHBIMU MHTEpBAIAMU,
nevataercs 14 wimm 12 Times New Roman, depe3 oauHapHBIA WM TOJYTOPHBIN
MEXCTPOUHBIM MHTEpBaj TEKCTOBOIO MOJIsI U BHIPABHUBAETCSA 110 JIEBOM M NIPAaBON rpaHUIIaM
TekcToBoro mnoss. IlepBasi cTpoka ab3ana HayMHaeTCsl Ha paccTosHUM 1,25 cM oT jeBoit
IPaHUIbl TEKCTOBOTO TOJIS.

8.1.11. Tekcr mnpukaza COCTOMT M3 JABYX YacTel: KOHCTaTHpYMOILEH U
pacropsIUTEIbHOM.

8.1.12. B xoHcTaTHpyOLEeil YacTH KpaTKO H3JIaraloTcs LN U 3aJaud, QaxkTsl U
COOBITHS, TOCTYXUBIIME OCHOBAHMEM MJIs M3JaHMs MNpukaza. OHa MOXXET HauMHAThCA
cioBamu «B nemsx...», «B coorBercTBuM...», «Bo ucnomHenue...» u 1.4. Ecim mpukas
M3/1aeTCs Ha OCHOBAHMM JIPYroro JOKYMEHTa, TO B KOHCTaTHPYIOIIEH YacTH YKa3bIBAIOT
HauMEHOBAHME TOr0 JOKYMEHTa B TBOPUTEIBHOM MAJIEKe, €ro AaTy, HOMEpP U 3aroyioBoK. B
OTJENbHBIX CIIydasX KOHCTaTHPYIOIIEW YacTH MOXKET MpellecTBOBaTh IpeamOyna H3
OJTHOT'O-/IBYX MPEUIOKEHUH, B KpaTKoW (hopMe oTpaxkaromasi CyTh IpUKasa, HO IPU ITOM He
nyonmupyromas ero 3arojoBok. OObpMHO mNpeaMOylly WCHOJIB3YIOT HJisi TOTO, YTOOBI
YIIPOCTUTh U COKPATUTh (POPMYIHPOBKY 3ar0JIOBKA.

8.1.13. PacnopsautenbHas 4YacTb OTHENSAETCS OT KOHCTaTHUPYIOIIEW CIOBOM
«IIpHUKa3bIBal0», KOTOpPOE IEYaTaloT 3arjaBHbIMH OykBamu, Oe3 kaBbruek. [locnme croBa
«MIpUKa3bIBal0» CTaBAT JBOeTOuMe. PacmopsaurenbHas dYacTh JOJDKHA COJEPXKaTh
MIEPEUNCIIEHUE MIPENINNCHIBAEMBIX EHCTBUI C YKa3aHMEM HCIIOJIHUTENS KaKJI0ro IEHCTBUS
U CpPOKOB HUCHOJHEHHs. PacnopsauTenbHas 4acTb MOXKET OBITh pa3/ielieHa Ha IYHKTHI U
MOJITYHKTHI, KOTOpPbIE HYMEPYIOT apabckumu 1udppamu. Kaxxaplif MyHKT pacriopsauTeabHOR
YacTW HA4YMHAETCAd C YKa3aHHEeM KOHKPETHOrO JEHCTBHS, BBIPAXKEHHOTO TJIarojioM B



HeompeaeneHHo Gopme. J[eHCTBUS OMHOPOJHOTO XapaKTepa MOTYT OBITh MEPEUHCIICHBI B
OJIHOM IyHKTe. B kadecTBe MCHOTHUTENEH YKa3bIBAIOTCS KOHKPETHBIE TOJKHOCTHBIE JIUIIA.
[TocnenHuii MyHKT pacHOPSIAUTENBHON YaCTH MOYKET COJAEPkKATh CBEICHUS O JIOJKHOCTHOM
JIUIE, Ha KOTOPOE BO3JIOKEH KOHTPOJIb UCTIOTHEHHUSI IPUKa3a.

8.1.14. Ecnu npuka3 HM3MEHSET, OTMEHSET WIM JOIOJHSAET paHee W3JaHHbIN
JOKYMEHT WM KakKoe- TO €ro IMOJIOKEHHE, TO OJUH U3 IMYHKTOB PACIOPAIUTEIbHON YacTu
TEKCTa JIOJDKEH COJEp)KaTh CCBUIKY HAa OTMEHSEMBIA JOKYMEHT (MYHKT JOKYMEHTa) C
yKa3aHHMEM €ro J1aThl, HOMepa U 3arojoBka. TeKCcT MyHKTa HE0OXOJUMO HAaUYMHAThH CIIOBAMHU
«[Ipu3HaTh yTpaTUBIIUM CHITY...».

8.1.15. B npuka3 He cineayeT BKIOUYaTh NYHKT «l[Ipuka3 noBecTH 10 CBEAEHHUS...».
JIOMKHOCTHBIE JIMLIA, 10 CBEIEHUSI KOTOPBIX JTOBOJAT IPHUKA3, MEPEUUCISIOTCS B yKa3aTele
PACCBUIKH, KOTOPBIM UCTIOJHUTEIh TOTOBUT BMECTE C IIPOEKTOM IpPHUKa3a.

8.1.16.Ilonnuce BxkIOYaeT B ce0d HaMMEHOBAHHWE JODKHOCTH, HMHULMAILI H
dbamMunmio TuIa, o0aaloIIero MpaBoOM U3JIaHUs MPUKA30B, a TAKXKE CUTHATYPY (JTHUHYIO
noAnucek) mnocieAanero. IIpukaspl MOANUCHIBAET AUPEKTOP, @ B €ro OTCYTCTBHE —
WCTIOJTHSIOIIUHN 00S3aHHOCTH JTUPEKTOPA.

8.1.17. O3HakoMjieHHME C TMPHUKA30M BKIIOYAIOT B Ce0s JUYHYIO MOAIHUCH,
pactndpoBKY MOJIMUCH U JATy.

8.1.18.Bpimucka-Konusi OnpeelIeHHON 4acTH MOAJUHHOTO JOKyMeHTa. B BbImmcke
W3 TpUKa3a COAEpP)KATCSd BCE PEKBU3UTHI MpHUKa3a A0 pacnopsauTenbHod dvactu. U3
pachopsANTENbHON YacTu OepyT TONBKO Ty MH(OpMAIHIO, KOTOpas HEOOX0AUMa B KaXKJIOM
KOHKPETHOM ciy4yae. BBITIMCKY 3aBEpsIIOT MIPOCTABICHHUEM OTMETKH O 3aBEPEHUU KOIHUH.

8.2. PacnopspkeHue — TMpaBOBOW aKT, W3JAaBAEMbld Ui pa3pelleHUs OMepaTUBHBIX
BOIIPOCOB.

8.2.1. PacnopspkeHHs YUpPEekKICHUS COCTABIAIOTCS MPEUMYIECTBEHHO MO BOIPOCaM
MH()OPMAIMOHHO-METOIUIECKOI0 XapakTepa, a TakkKe 10 BOIPOCaM, CBS3aHHBIM C
OpraHu3alfei UCIOIHEHUS MPUKAa30B, UHCTPYKUUN U APYTUX JTOKYMEHTOB.

8.2.2. PacniopsikeHus: COCTaBISAIOTCS aHAJIOTUYHO [TPUKA3aM.

8.2.3. TekcT pacnopsKeHHs COCTOMT M3 KOHCTATUPYIOIIEH M pacrnopsiAUTENIbHOU
yacteil. PacmopsgurtenpHas yacTh gokyMmeHTta HauumHaeTcsi cioBoMm: «IIPEJIJIATAIO»,
«PEKOMEHAYIO», «OBA3BIBAIOy», «CHUTAKO HEOBXOJWUMbIM», HaneuyaTaHHBEIM
MPOMUCHBIMUA OYKBaMH 0€3 pa3psiIKU U KaBbIYEK C HOBOW CTPOKH OT T'PaHMUIIBI JIECBOTO MOJISI.
8.3. IIpoTokon — MOKyMeHT, GUKCUPYIOLIUIN COJepKaHUE COBEIIATEIbHBIX MEPONPUITUN U

MPUAAONTUN IOPUINYECKYIO0 CUITy IPUHATHIM Ha HUX pemeHusM. [IpoTokosasl MOTyT opopmiIsThes
B CIIEIMAIbHON KHUTE (PYKOMHUCHBIN BapUaHT), a TAKXKE B DJIEKTPOHHOM BapHaHTe.

8.3.1. Benenue 3anucu Bo Bpems 3acefaHusi, cOOp MaTepHUaIoB U MOJArOTOBKA TEKCTa
BO3JIaraeTcsi Ha M30paHHOTO WM Ha3HAYEHHOTO CEKpeTaps 3aceqaHHusl.

8.3.2.TekcT MpoTOKOJIa COCTOUT U3 JIBYX YacTel: BBOJHOW U OCHOBHOM.

8.3.3. BBoagHas dYacTh COIEPKHUT TOCTOSIHHYIO HUHopMaruio (cioBa «/laTtay,
«IlIpencenatensy, «Cekperapby, «lIpucyrcrBoBasiny). Eciam ynciao y4acTHUKOB COBEIIAHUS
MPEBBIIIAET JECATh YEIOBEK, COCTABIISIIOT CIIMCOK MPUCYTCTBYIOIINX, KOTOPBIN MPUIArarT K
nmporokoiny. B Tekcte npoTtokona, B paznene «[IpucyrcTBoBainy, yKa3zplBatOT TOJIBKO oOIIee
YHUCJIO MPUCYTCTBOBABIIMX CO CCHUIKOW Ha MpHUIaraeMblii CIUCOK.

8.3.4. BBojHas 4acTh NMPOTOKOJA 3akaHuMBaeTcsl cioBamu «lloBecTka mHs», mocie
CJIOB CTaBHUTCS IBOETOUYUE U MIEPEUNCTISAIOTCS BOIPOCHI.

8.3.5. Bonpockl noBeCTKH JHS HyMmepyroTcs. Kakiblii HOBBII BONPOC HAYWHAETCS C
HOBOM CTpoku. Kaxnplii Bompoc momxkeH ObITh KOHKpeTu3upoBaH. [locrmemoBareiabHOCTh
PaCIOJIOKEHHUST BOIPOCOB OIPEACIAETCS CTEIMEHBI0O UX BaXXHOCTH. Bompockl mumryTcs B
MMEHUTENILHOM TaJeke — JOKIaA, OTYeT, cooOleHue, WHopMaius; HaUMEHOBAHHE
JOJDKHOCTH, WHHUIHMAIBI U (HaMWIWIO JOKJIaJAYMKa TMHIIYT B POJWUTEIbHOM majaexe. He
PEKOMEHIyeTCsl BKJIIOYaTh B MOBECTKY AHS Borpoc "Pa3noe". 8.3.6. OcHOBHas 4acTh TEKCTa
COCTOMT W3 pa3/elioB, COOTBETCTBYIOIIMX ITyHKTaM TIIOBECTKE JHS MPOTOKOIHHOTO
MeponpusTis. TeKCT Kaxkaoro paszziena uznaraoT B nociegonatenbHocTu: «CJIYIIAJIA —
BBICTYIINJIN - TIOCTAHOBWJIN (PEILINIIN)».



8.3.7. IlpoTOKOIBI MOANMCHIBAIOTCSA IpeacenaTeneM U cekperapeM. Jlaton
IIPOTOKOJIA SBJISIETCS 1aTa IPOTOKOIBHOTO MEPOIIPUSATHS.

8.3.8.IIpoToKONIaM MPHCBAaNBAIOTCS MOPSAKOBBIE HOMEpA B Mpeenax yaeOHoro rojaa
OTAEJIBHO M0 KaXJIOW TIpyIIe MPOTOKOIOB: IMPOTOKOJBI OOIUX COOpaHMH TPYAOBOrO
KOJUIEKTHUBA, 3aCE€JaHUil I1€JarornuecKoro COBeTa u Jip.

8.3.9. Beinucka u3 MpoOTOKOJIA COACPKHUT CIEIYIOIUE PEKBU3UTHI: HAUMEHOBaHME
0011e00pa3oBaTebHOT0  yUpeKIeHUs, Ha3BaHue Buja gokymeHta (BBIIIMCKA U3
I[TPOTOKOJIA), naty 3acemaHusi, HOMEp MPOTOKOJIA, MECTO COCTABJICHHS, 3aroJIOBOK K
TEKCTY, TEKCT, IOJIUCH, OTMETKY O 3aBEpeHHM KONMHU, OTMETKY 00 MCIIOJIHEHHH,
HalpasJieHUU B "1eno".
8.4.AXT — JIOKYMEHT, COCTaBJICHHBI HECKOJBKUMHU JIUIAMHA W TOATBEPKIAIOIINKN (PaKTHI,

COOBITHSI.

8.4.1. AKTBI COCTaBJISIIOTCA B CaMbIX Pa3IMYHBIX CUTyalUsX U IMOITOMY HMEIOT
MHOT'O Pa3HOBHIHOCTEH: aKT MPUEMKH PaOOTHI, aKT MpUeMa-Tiepeadynd JOKYMEHTOB, aKT
CIMCaHUs MaTEpUANIOB U T.J.

8.4.2. AKTBI COCTaBIIAIOTCA KOMUCCUEH, IOCTOSIHHO AEUCTBYIONIEN WIIM Ha3HAYEHHOU
[0 YKa3aHMIO JUPEKTopa. AKT MOANUCHIBACTCS BCEMH JHMIIAMU, IPUHUMABIIMMU Y4acTHE B
ero cocramieHuu. Jns psga akToB (IO MaTepHaabHBIM, (PMHAHCOBBIM M JAPYIMM Ba)KHBIM
BOIPOCaM) HEOOXOAMMO YTBEPK/IEHHE PYKOBOJIUTENIEM U 3aBEPEHUE M1€YAThIO0 YUPEKACHUS.

8.4.3. C akramMu peBHW3WH, MPOBEPOK 3HAKOMSIT BCEX JIHII, ACSITEILHOCTh KOTOPBIX
oHHU 3arparuBatoT. 8.4.4.Eciu akT cocraBisieTcs He AJs BHYTPEHHErO HCIOJb30BAHUS B
LIKOJIE, TO OH JJOJDKEH COJIEP>KaTh IOPUANUECKUN apec YUPEKACHHUS.

8.5. CrpaBka — 3TO JIOKYMEHT, COJEp Kallluii ONucaHue W MOATBEpKICHUE (DAKTOB,
coObITHi. B mIKOI€ MpUMeHsieTcs ABa B CIIPABOK.

8.5.1. CrpaBKku COCTaBJIAIOTCA I ONMMCAHUS WU THOATBEPXKICHHUS (PAKTOB MU
COOBITHI B JesTeNbHOCTH yupexkaeHus. COCTaBISIOTCS IO YKa3aHUIO BBIIIECTOSIICH
OpraHu3aly WIK PYKOBOAMTENS YUPEXKACHUS A MH(POPMALUK O BHIIOJIHEHUH IIJIAHOB,
3aJlaHuM, IOPYYEHUN U PEICTABIAIOTCS B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1. TekcT Takoli cripaBKU COCTOUT U3 ABYX YacTeil: B mepBoi yacTu U3yararoTcs
(akT, MOCIyXUBIIKE MOBOJIOM K €€ HAlHCaHUIO, BO BTOPOM — MPHUBOJATCS KOHKPETHBIE
JaHHble. BBIBOJIBI M TpeAsIoKEHHs] B CIpaBKe HE JAIOTCSA (B 3TOM COCTOMT OTJIMYME OT
noknagaHou 3amucku). CrpaBka JODKHA OOBEKTUBHO OTPakaTh COCTOSIHUE eI, €€
cocTaBlieHHe TpeOyeT TIIATeJIbHOro cOopa M MPOBEPKH CBEACHMH, MOTYT MPUBOIUTHCS
TaOJINLIBI.

8.5.1.2.CripaBKH, COCTaBJIECHHbBIE: — JUISI PYKOBOAMTENS YUPEXKICHHUS, TOAIUCHIBACT
COCTaBUTENb; — [0 YKA3aHUIO BBIIIECTOSIIEH OpPraHW3alud, MOJIIMUCHIBAET PYKOBOIUTEID
YUpEXKICHUS.

8.5.2. CpaBKH, yOCTOBEPSIOIINE IOpUINYECKUE (PAKTHI:

— crpaBka 00 00y4eHUH y4alerocs B JaHHOM KJIacce, IIKOJIbI;

— CIIpaBKa O MOJATBEP:KJIEHUU NepeBoja u3 apyroro OV;

— CIIPAaBKa-TIOATBEPKIACHHUE O 3a4MCIEHUH YJalllerocs B Koy u3 npyroro OV;

— COpaBKa JUIsI COTPYIHUKOB (TOATBEp)KIACHHWE MecTa pPaboThl, 3aHUMaeMOM

JOJIKHOCTH, pa3Mep 3apaboTHOM IuiaTel U T.11.) Takoro poja crpaBKH BBIIAIOTCS IO

3arpocam 3aMHTEPECOBAHHBIX JIUI] (COTPYAHUKOB) UM YUPEKACHUH.

8.5.2.1. Jlna HamucaHUs [JaHHBIX CIPABOK MPHUMEHSIOTCS YHU(DUIMPOBaHHbBIE
TpadapeTHbie OJIaHKU.

8.5.2.2. TekcT crnpaBKM HaAuyMHAETCs C yKa3zaHus (aMuUINM, UMEHM, OT4ecTBa (B
MMEHHUTEIBHOM TaJIeXkKe) JIMIA, O KOTOPOM COOOINAIOT CBEACHHMsS. B KOHIE crpaBKu
YKa3bIBaeTCsl Ha3BaHWE OPraHMU3AIMK UIIN YUPEXKICHUS, Ky/1a OHa MPEICTaBIIsAETCS.

8.5.2.3.Cnpasku noanuceiBaet gupekrop MKOY «COILI Nel8».

8.5.3. Ha cmpaBke nopkHa 00s13aTEIBHO CTOSITH JIaTa €€ MOJIMUCAHUS, UCXOISAIIUN
HOMEp, MOJIHUCH U NeYaTh.



8.6. CTaTucTU4YecKUe OTYETHI - MCIIONHIIOT pa0OTHUKH, HA3HAYCHHBIE OTBETCTBEHHBIMH 32
clayy OTYETOB B BBIIIECTOSIIME M JIpyrMe OpraHu3aluu (MEHCUOHHBIM (OHI, BOEHKOMAT,
(MHAHCOBBIE CTPYKTYPHI, HAJIOTOBYIO HHCIIEKIIUIO  T.JI.).

8.6.1. OTueThl TOTOBAT C TOMOUIBIO TIEYATHBIX YHHU(PUIIMPOBAHHBIX (GopM HiIn
3JIEKTPOHHBIM CIIOCOOOM B 0a3ax TaHHBIX.

8.7. CmyxeOHbIE TIMChMA - 3TO CaMbId PacHpPOCTPAHEHHBIH BHJI JIEJIOBBIX JOKYMEHTOB.
CocTaBiOTCS MUChMa JJI OCYIIECTBIICHUSI ONEPATHUBHON CBSI3M C APYTUMHU YUPESKICHUSIMHU U
OPEINPUATHIMHU 10 PA3TUYHBIM BOIIPOCAM.

8.7.1. Tlo comepkaHHWIO W HAa3HAYCHHWIO MHChbMa MOTYT OBITh HMH(OPMAIIMOHHBIC,
rapaHTHUitHbIe, pPEeKJIaMallMOHHbIE, KOMMEPUYECKHUE, MTUChMa-3alpOChl, TUChMa-TIPUTIIAIICHUS

u T. A. — VH}opManuoHHbIe NUCbMa COAEPXKAT COOOLIEHHs, NMPOCHObI, HAallOMUHAHUA,
NpeMIoKEHUA. — l'apaHTUHBIE IIpENHA3HAYEHBbl I WU3BCILIECHHUS O TapaHTUAX OIUIAThI,
CPOKOB IIOCTaBKM WJIM KauecTBa MPOAYKUMHM M ycayr. — B peknamanuoHHBIX

(IpeTeH3nOHHBIX) MUChbMaxX M3JIaraloT TpeOOBaHMS BO3MEIICHUAYOBITKOB, HAHECEHHBIX U3-
3a HapylLIEHUs YCIOBUI KOHTpaKTa WJIM JIOrOBOpa JAPYrol CTOPOHOH (KOHTPAreHTOM).
Pexknamanusi no/mkHa NOATBEPKIAATHCA MPUIAraéMbIMU K MHCbMY JIOKYMEHTaMH B BUJE
aKTOB, CIpaBOK W T.J. — KomMepueckue mnucbma COCTABISAIOT MPU 3aKIIOUYEHUH U
BBITIOJTHEHUH KOHTPAKTOB, YaCTO B HUX M3JIaratoT MPOChObl O MPeoCTaBIeHUH HH(popMauu
0 TOBapax M yciIyrax y MX IpOJIaBLIOB, WM HAIPOTUB MPEAJIararoT MOCTaBUTh TOBAPbl WU
ycnyrd. — B mucemax-3ampocax mpocsT y KOHTpareHTa pa3bsCHUTh KaKOW-1u00 (akt mim
TIENCTBUE.

8.7.2.CpokH TOATOTOBKM OTBETHBIX IIMCEM YCTAHABIMBAETCS PE30JIOLUEH
mupekropa MKOVY «COII Nel8» Ha OCHOBaHMM HMEKOIIMXCA CPOKOB HCIIOJIHEHUS
MIOPYYEHUH, 3aIIPOCOB WJIU 110 PELLIEHUIO aBTOPA PE30IIOLUH.

8.7.3. IIpaBuna odopMiIeHHS CITY>KEOHBIX MHCEM.

8.7.3.1. Ciry:xeOHbIe UcbMa 0(hOpMIISIOTCS Ha ONaHKax i muceM gopmata A4, Ha
KOTOPBIX pPa3MEIIEHbl IMOYTOBble U OaHKOBCKHME DPEKBU3UTHI MpeAnpusatus. B muchmax
Ha3BaHME BUJIA JIOKYMEHTA HE yKa3bIBACTCS.

8.7.3.2. Ilucemo nenecooOpa3zHO rOTOBUTH MO OAHOMY Borpocy. Eciu Heobxoaumo
o0paTuTbcs B OpPraHU3alMI0 OJHOBPEMEHHO IO HECKOJIBKMM Ppa3HOPOAHBIM BOIIPOCAM,
PEKOMEHYETCSI COCTaBIATh OTHEIBHBIE NHUCbMa IO KaXKAOMY M3 HuUX. [IMcbMO MoOXkeT
KacaTbCsl HECKOJBKUX BOIIPOCOB, €CIIM OHM B3aMMOCBSI3aHbl U OYAyT paccMaTpUBaThCS B
OJTHOM CTPYKTYPHOM TOJpa3JelieHuH OpraHu3aluu aapecata. PekomeHIyeMblii oO0beM
JIEJIOBOTO MHChMaA - He Oojiee 2-X CTpaHMI] (B UCKIIOUUTEIBHBIX CIydasx - A0 5 CTpaHHIL).
ITucema odopmisitor B JOByX HdKk3eMmiuiipax. 8.7.3.3.B 3arosoBouyHoif wyacTu mnucbMa
oopMIsIIOT crenyromme pekBU3UTHL: —AgnpecaTr. CiyxkeOHOE NHUCBMO MOXET ObITh
aJipeCoBaHO  YUPEKACHHUIO, €ro CTPYKTYpHOMY  TOJpPA3AEICHUI0, KOHKPETHOMY
JOJDKHOCTHOMY JIMIYy WJIM YacTHOMY JHLy. Eciau muceMo aapecoBaHO YYPEXACHHIO, TO
HAaUMEHOBAHME YUPEKICHUS B ajipecaTe NevaTaloT B UMEHUTEIbHOM Majiexke, JOKHOCTD U
bamMuIuIo JOJDKHOCTHOrO JiMna - B jgarenbHoM. [locne HamMmeHOBaHUS — ajpecaTa
pEeKOMEHyeTCsl YKa3blBaTh €ro IOYTOBBIA ajpec, KoTopwld 11 odopmiserca B
COOTBETCTBHUH C TpeboBaHUsIMU [IpaBui1 OKa3aHUsl YCIIyT MOYTOBOM CBS3U, YTBEP)KIACHHBIMU
[TocranoBnenuem IIpaBurensctBa PO ot 15.04.2005 Ne 221. IIpaBunamu npenycMOTpeEH
CIIEAYIOIIMKA TIOPSIOK HAaNMCaHWs ajpeca: Ha3BaHUE YIUIBl, HOMEp JoMa (TpH
Heo0X0IMMOCTH — HOMep o(rca); Ha3BaHWE HACEJIEHHOT0 MyHKTa (Topoja, Moceyka U T. 11.);
Ha3BaHUE 00JIACTH, Kpasi, aBBTOHOMHOT'O OKpyra (001acTH), pecryOarKu; MOYTOBBIM MHEKC.
Ecnu muceMo 0fHOTO coiepaHHsl HalpaBisIeTCsl HECKOJIbKHMM ajipecaraM, CHauaia
oopmisieTcss axpec OCHOBHOTO IOJIydyaTess, 3aTeM MepeducistoTces apyrue. Ha omnom
MACbME MOKHO pa3MeliaTh He 0oJiee 4YeThIpeX PEKBH3UTOB Anpecarta. Ecnu qoxkymeHT
Hampasisiercss 0ojiee, 4eM IO YEThIPEM aJpecaM, COCTABISETCS CIIMCOK PACChUIKM M Ha
KOKIOM OK3eMIUIIpeyKa3blBaeTCsd JIMIIb OJWH ajJpecaT, KOTOpPOMY HaIpaBlseTcs
KOHKpeTHBIH dk3eMIuisip. —Jlara. JlaToli mnmcbma sBIseTCs JaTa €ro IOJNUCAHUS.
Odopmasiercs apabckumMu P paMu, IO/ yKa3bIBaeTCs MOJIHOCThIO (Hanpumep, 11.11.2021);
—WNunexc noxkymenta. CTaBUTBHCS MOPSIKOBBIA HOMEp, MO KHHUI€ YdeTa JOKYMEHTOB;



—CcbUlKa Ha MHJEKC U JaTy JOKYMEHTa-3ampoca, €CIM MUChMO SIBISIETCS OTBETOM. JTOT

PEKBU3UT BCET/Ia BKIIIOYAETCS B OJaHK MHUChMa, HO 3allOJIHACTCS TOJIBKO MPU 0()OPMIICHUN

OTBETHBIX UCXOMAIIUX MUCEM M BKIIIOUAET PETUCTPALIMOHHBIM HOMEpP U JaTy JOKyMEHTa, Ha

KOTOPBIH JlaeTcs OTBET. —3arojioBOK K TEKCTy MUChbMa JOJDKEH OBITh MaKCHMaJIbHO

KOpPOTKUM U TouHbIM. OH dopmynupyeTcss o0brdHO Tak: "OO6 m3menenuw ...", "O co3gaHuu

..", "O mpoBemenuu .." w 1. 1. B mmcemax Qopmara AS, conepkaHUE KOTOPBIX HE

npeBbiIaeT 4 - 6 CTPOK, 3ar0JIOBOK MOKHO HE O(OpPMIIATh. 3arojoBOK MUIIETCS OT JIEBOTO

TIOJISI C 3arJIaBHOM OYKBBI 0€3 KaBBIUCK.

8.7.3.4. TekcT muchbMa JOJDKEH OBITH JIOTHYHBIM, IOCIICIOBATEIBHBIM, YOCIUTEIbHBIM H
KOPPEKTHBIM 10 (popme. PakThl U COOBITHS TOJKHBI U3JaraTbcs 0OBEKTUBHO, JJAKOHUYHO, SICHO.
TekcT nucbMa He AOJDKEH JOMYyCKaTh Pa3IMuHOrO TOJIKOBAaHUA. B 3aBUCMMOCTH OT THIla MHCbMa U
€ro COAepIKaHus TEKCT MUChMa MOXKET ObITh MPOCTHIM WM CIOXHBIM. [IpocThie muckMa cocTosT U3
OJTHOW JIBYX YacTel: BCTYIUICHHUS M 3aKkimoueHus. CIOoXHbIE B KOMIIO3UIIMOHHOM IUIaHE MHChMa
coJIepKaT BCTYIUIEHHE, OCHOBHYIO YacTh ([I0Ka3aTelIbCTBO) U 3akitoueHue. Hauano nmucbma MoxkeT
uMeTb oOpamieHus. Bo BeTyluieHMM gaeTcst OOOCHOBaHHME BONpOCA: M3Jaraercs NpUYHHA,
OCHOBaHHWE WM OOOCHOBAaHHME COCTaBIEHUS NHChbMa, MPHUBOMAATCA CCHUIKM Ha JOKYMEHTHI,
ABJIAIOIIMECS OCHOBAHMEM IOATOTOBKHM NHChbMa. B OCHOBHOI 4acTu (J0Ka3aTeNbCTBE) M3JIAraercs
CYIIIECTBO BOMPOCA, MPUBOJATCS T0KA3aTENbCTBA WM ONPOBEPKEHHS; OCHOBHAs 4YacTh JIOJDKHA
ObITh yOemuTeNbHOW, YTOOBI HE BO3HUKAIO COMHEHHMH B NPAaBUIBHOCTH M OOOCHOBAHHOCTHU
npeiaraeMbIx petlieHuil. B 3aknouennn GopMmynupyercss OCHOBHAS II€Jb MMChMa.

B nuceMax ucnonbs3yroT cieayroniie GopMbl U3JI0KEHUS TEKCTa OT IEPBOTO JIUIIA:

— MHOXECTBEHHOI'0 uucia (IMpocuM, cooOIaeM, HalpaBliseM, HATOMUHAEM, BBICHUIAEM H
T.JT), TaK KaK JOJDKHOCTHOE JIUIIO, TIOJIMCABIIEe MMChMO, BEICTYITAE€T OT IMEHU OpTraHU3allHH);

— EIMHCTBEHHOTO uucia (Mpolly, MHpelarar, HampaBisilo M T.A.), BO3MOXKHO B JBYX
CITyJasix:

&% UCHbMO OoopMIIsieTcsl Ha JJOJDKHOCTHOM OJIaHKe;

&% MUCHMO HOCHT KOH()MACHIMAIBHBIA XapaKTep WIIH COACPKHUT IEPCOHAIBHOE 00palieHne
K afpecaty. [Tucema MOX)HO 3aKOHUUTH ppazoit «C yBaKEHUEM.

—OTMeTKa 0 HATMYUHU TPUIOKEHUS (TIPU HEOOXOMMOCTH ).

—Od¢opmienne pekBusuTa llognuck TPOM3BOAUTCS B COOTBETCTBUHM C  OOIIMMHU
TpeOOBaHUSAMHU U BKIIOYAeT B ce0sl HAUMEHOBaHHE JOJDKHOCTH JIMIlA, MOJMHMCABLIETO JOKYMEHT,
JMYHYIO TIOJITUCH U pacIi(POBKY TOATHCH.

—PexBuzur ®@amunus M TeaePOH HCHOIHUTENS IMPOCTABISAETCS B JIEBOM HIDKHEM YTy
JUIEBON UM 0O0OPOTHOM CTOPOHBI OJIaHKA MO/ MOJIUCHI0 PYKOBOAUTETS.

8.8. JloknagHble 1 00BSICHUTENNbHBIE 3aITUCKH.

8.8.1. JloxmamHast 3amucKka - 9TO JOKYMEHT, aJpECOBAHHBIA PYKOBOAWUTEIIO U
UHOOPMUPYIOLINI €ro O CIOXKHBIIEHCS CHUTyallud, HMMEBLIEM MECTO SIBICHMHM WIH (akKT
BBITTOJIHEHHOH paboTHI, a TAK)KE COJEPIKAIIII BHIBOJIBI U TIPEITIOKESHHS COCTABUTEIIS.

8.8.1.1.Jloxyagnas 3anucka opopmiIsieTcsl MeYaTHbIM CIIOCOOOM Ha MPOCTOM JHcTe OyMaru
C BOCIIPOM3BEICHUEM PEKBU3UTOB OJIAHKA, TAK)KE MOXKET BBITTOIHATHCS PYKOIHCHBIM CITIOCOOOM.

8.8.1.2. TekcT AOKIaHOW 3aIMMCKH JACTUTCS Ha JBE YacTH: NepBas - KOHCTATUPYOLIas, Iie
M3JIararoTCcsl MMEBIINE MECTO (PaKThl WIIM ONHCHIBACTCS CUTYAIWsl, BTOpasi - TAe u3maraercs 12
npeuiokeHne, npocb0a. TeKCTy MOKIagHOM 3amucKH 0053aTeNIbHO NPEALIECTBYET 3arojoBOK,
HaynHaromuncs ¢ npeayora «Oy», «Oo6».

8.8.2.00bsicHUTENIbHAS 3allUCKa — JOKYMEHT, TMOSCHSIOIUN COAep)KaHHe OTIENIbHBIX
MOJIO)KEHUH OCHOBHOTO JIOKYMEHTa WM OOBACHAIOIIENH NMPUYUHBI KaKOro-nmubo coObITus, (akra,
MOCTYIIKA.

8.8.2.1. OOmBscHUTENIbHAS 3alKCKa, TOSCHSIOIMNE COJCPKAHUE OTACIBHBIX IOJIOKCHUN
OCHOBHOTO JIOKYMEHTa, 0OopMIISIETCS Ha OOIIeM OJTaHKe YUpPEeKICHUS.

8.8.2.2. O0OBscHUTENBHAS 3aMKCKa TI0 MOBOIY KAaKUX-THOO MPOHMCIIECTBUHN, CIOKUBIITUXCS
CUTyalluid, TOCTYIKOB M TIOBEIEHUS OTACIbHBIX pAOOTHUKOB OGOPMIISETCS Ha YHUCTBIX
aucTaxOyMaru ¢ BOCIIPOM3BEACHUEM TeX K€ PEKBU3UTOB, M TIOJIIMHACHIBAIOTCS COCTABUTEIIEM.



9.KanpoBast JOKyMEHTAIHsI - COBOKYITHOCTb ()OPM (JIOKyMEHTOB), OTPAKAIOLINX HATUYHE
JBIDKEHUE IepcoHana. JIBMXKeHHMe MepcoHala - OJHAa U3 Oa3MCHBIX KaTeropuil ymnpaBiIeHUs
NIEPCOHAJIOM, 1107 KOTOPOH, KaK IPaBUJIO, TIOHUMAIOT:

&% rpreM Ha paborTy;

& MIEpPEBOJI Ha IPYTYIO padoTy;

& MpPEJOCTaBICHUE OTITYCKa;

sk YBOJIbHCHHUE.

9.1. BaxxHOCTh KaJIpOBOM JOKYMEHTAIIMU TIOJITBEPKAACTCS, IPEXKIE BCETO, TEM, UTO JHO00M
KaJpOBBIH TOKYMEHT (DPUKCUPYET IOPUINYECKU 3HAUYUMbIE (DAKThI, KOTOPBIEC SBISIIOTCS OCHOBAHUEM
COBOKYITHOCTH KOPPECHOHIUPYIOLIUX JpYr Jpyry TMpaB U oOs3aHHOCTEl paboTHUKA U
pabotonarena. Hanpumep, 10JKHOCTHAs MHCTPYKLMS SBISETCS JOKYMEHTOM, MOATBEPKIAOIINM
MPaBOMOYHS TOTO MJIM WHOTO JIOJDKHOCTHOTO JIMIA HAa COBEPIICHHE IOPUAMYECKH 3HAYUMBIX
IENCTBUMN, BXOMAIINX B €r0 JOJDKHOCTHBIE 00OS3aHHOCTH.

9.2.BeneHue KaapoBOTrO JAENONPOM3BOACTBA IMO3BOJSIET AS(P(PEKTUBHO pPEIIUTh Cpazy
HECKOJIbKO 3a/1ay:

—JlokyMeHTaIbHO  OGOPMHUTH  TPYIOBBIE OTHOWICHHSA, (OPMATU30BATh  KaJpOBBIC
POLEIYPHI.

—[locTpouts cTpoliHyto cUCTEMY YyIpaBlIEHUSI IEPCOHAIOM, OTBEYAIOLIYI0 CTPATETHYECKUM
3aJa4aM yrpaBiIeHUs.

—PernamentupoBarh B3auMOOTHOIIIEHUS pabOTHHKA U padoTonaTens. BBeneHue kaJpoBbIX
JIOKYMEHTOB TI03BOJISIET JOOUThCS «OajlaHca HMHTEpPECOB» paboTonarenss U padOTHUKOB IIyTEM
YEeTKOW periaMeHTallMi: YeM KOHKPETHO JIOJDKEH 3aHUMAThCs KaKIblii paOOTHUK (Hampumep, B
JOJDKHOCTHBIX MHCTPYKIIHSIX) M KaKOBBI (DYHKIIMH pabOTOIATEIS.

—Co31aTh  OpraHMU3allMOHHO-TIPABOBBIE OCHOBBI  TPYAOBBIX OTHOIICHHMM, Kak Jyid
paboTHUKOB, Taku 1y pabotonatens. C OAHON CTOPOHBI, KaJIPOBbIE JOKYMEHTHI MOJICPKUBAIOT
UHTEpechl padoTojaresns, a C JIpPYrod - HAmpaBlISIOT €ro s HEIOMYIIEHHs] WTHOPUPOBAHUS
TpeOOBaHUIl TPYIOBOTO 3aKOHOJATENILCTBA.

—PaspemuTs TpyaOBBIE CHOPHI NMPH BO3HUKHOBEHHH KOH(IMKTHBIX CHUTYallHid, OCOOCHHO
KOTJa KaJpoBasi TOKyMEHTAllHUs BBICTYNAET KaK OJHO M3 NMUCbMEHHBIX JI0Ka3aTeNbCTB B CyJeOHOM
pa3zbupaTenabCTBE MO TPYAOBBIM CIIOPaM.

9.3. OCHOBHOI CMBICIT KaJpOBOW JTOKYMEHTALMU - B MPHJIAHUM OOJIBIIEH MPO3pauyHOCTH
TPYZAOBOMY IIpOIIECCY.

9.4.B MKOVY «COLI Nel8» mpumeHstoTCs cieayrole yHu(UuupoBaHHbIE (HOpMBI 1O
y4eTy KaJipoB:

—  01-02«Ilpuka3 (pacmopspkeHue) o TmpuemMe paboTHHKa Ha pabory»; «lIpuka3
(pacmiopsbkeHue) o mepeBoje pabOTHHKA Ha JApyryro paboty»; «llpukas (pacmopspkeHue) o
MpeKpaIieHuu (pacTOp>KeHUH ) TPYJOBOTO JOTOBOpa CPaOOTHUKOM (YBOJIHLHEHUH )»

— NeT-2 «JIuynas kapTouka pabOTHUKAY;

— «llItaTHOE pacniucaHue;

— 01-04 «IIpuka3 (pacmopspkeHHE) O TPEJOCTaBICHUHM OTIycka paboTHHKY»; «llpukas
(pacmiopsbkeHHe) O PeOCTaBICHUM OTITycKa paOoTHUKaM»; «I paduk oTIycKoB»;

— «Tabenp yuera pabodero BpeMeHn»;

9.5. B cootBeTcTBUU ¢ TpeOOBaHMAMU TPYIA0BOro 3akoHomaTenbcTBa PO B MKOY «COIII
Nel8» ycraHOBNIEH eUHBIN TOPSAA0K OQOPMIICHHS PUEMA, YBOJIBHEHHUS U MEPEBOIa COTPYAHUKOB.
COBOKYIMHOCTh JIOKYMEHTOB, B KOTOpPBIX 3a(UMKCHpPOBAHBI J3Talbl TPYAOBOM J1€ATEIbHOCTH
COTPY/AHUKOB, Ha3bIBAETCs JIOKyMEHTalMel Mo JUYHOMY cocTaBy. K Takum pokymeHTam (mepBoit
TPYIIIbI) OTHOCSTCS:

1. JlokyMeHTalus 1o npueMmy Ha paloTy (3asBieHHE O NpHeMe Ha paboTy, TPYJIOBbIE
JIOTOBOPBI U JOTIOJTHUTENBHBIC COTIIAIIICHUS, TIPUKA3 O IPHEeMe Ha paboTy).

2. JlokyMeHTalusi Mo MepeBOJy Ha JPYryro paboTy (3asBlieHHE O IMEpeBOje Ha JPYryio
paboTy, mpuKa3 o MepeBojie Ha ApYryro padoTy).

3. JlokymeHTanusi Mo YBOJIBHEHHIO C paloThl (3asBlieHHME OO0 YBOJBbHEHUH, NpPHUKa3 00
YBOJIbHEHUH).



4. JlokymeHTauuss 1o O(OPMIICHHIO OTIMYCKOB (rpadMK OTIIYCKOB, 3asBICHUS O
MPEIOCTaBICHUH OTITyCKa (B T.4. IPEIBAPUTEIHLHOE), IPUKA3 O MPEIOCTABICHUHN OTITYCKA).

5. JlokymeHTanus 1Mo OQOPMIICHHIO TOOMIpEeHUH (TpeACcCTaBIeHHEe O MOOIIPEHUH Ha
BBIILIECTOSIIIME OPTaHU3AINH, TPUKA3 O MOOLIPEHUN ).

6. JloxymeHnTanusi mo oOpMIICHUIO NUCIMIIMHAPHBIX B3bICKAHUU (JIOKJIAJHAs 3allucKa O
HapyILICHUU TPYIOBOM JAMCHUIUIMHBI, OOBACHUTENbHAS 3alUCKa O HapyUIeHUH TPYAOBOMH
JUCLIUTUIMHBL, IPUKA3 O HATOXKEHUH TUCIHUITHHAPHOTO B3BICKAHUA).

7.lokyMeHTanusi 1O HA4MCICHUIO 3apa0oTHOM IuiaThl (Tapudukamus, MOPUKa3bl O:
Ha3HAYCHUM TNeJarornyeckoil Harpys3Ku, 3aMmellleHuH, JoIiaTax M HajalaBkax; Talenb yuera
pabouero BpeMeHn).

8.JIOKyMEeHTHI 10 y4YETY JHYHOrO COCTaBa paOOTHHKOB (JIMuYHast KapTouka pabornuka (T-2),
JIUYHOE JIETI0).

9. Tlomyyenne u oOpabOTKa JOKYMEHTOB IO JIMYHOMY COCTaBY OCYIIECTBISIETCA B
cooTBeTcTBUU C IloyojkeHHEM O 3aluUTe NEPCOHANBHBIX JaHHBIX paboTHHkoB MKOVY «COII
Nol8».

10.TpynoBoit 1OroBOp — MOKYMEHT, (PUKCUPYIOIIMIA COTacue CTOPOH 00 yCTaHOBJICHUU
TPYAOBBIX MPABOOTHOIIEHWM M pEryaupyroummii ux. JloroBop [OoMKeH OTBeYaTh BCEM
IIPElyCMOTPEHHBIM 3aKOHOAATeNbCTBOM P® TpeboBaHusM K Hemy. JloroBopsl COCTaBISIOTCS
PYKOBOIHTEIEM.

10.1. CToponaMu Tpy0BOTO AOTOBOPA SIBJIAIOTCS yupexkaeHue (paboroaareiib) U pabOTHUK.

10.2. TpynoBoii 1OrOBOp AOIKEH 3aKIII0UAThCS B MUCHbMEHHOUN (opMe.

10.3. JloroBop cocraBisieTcsi B JBYX 3K3EMIUISIpax, IMOANUCHIBAETCS PYKOBOAUTENIEM H
paboTHUKOM, 3aBepsieTcs neuaThio. OUH K3eMIUISIp I0TOBOPA XPAHUTCS B YUPEXKIECHUHU, BTOPOMl —
y paboTHuKa. TpyaoBOil 1OTOBOp XpaHUTCs 75 JIeT.

11. Cornamenue K TpPyIOBOMY IOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI O(OPMIISAIOT
U3MEHEHUE OIpeAENEHHbIX CTOPOHAMHU YCJIOBHI TpynoBOro Jorosopa. Takoe corjiaiieHue
ABIIIETCS HEOThEMJIEMOW 4YacThi0 TpPYAOBOro jgoroBopa. OHO JOMKHO OBITH COCTAaBICHO U
0(OpPMIIEHO B TOM K€ MOPSJIKE, YTO U TPYIOBOU JJOTOBOP.

12.ITpuka3bl Mo TPYIOBBIM MIPABOOTHOIIEHUSM JICTISTCS Ha 1Ba BUA:

— IPUKA3bI 110 JINYHOMY COCTaBY («JI1.C.») CO CPOKOM XpaHEHHs — 75 jeT

&% MpueM Ha paboTy;

& [EPEMEILEHUE;

& COBMelIeHHe (TTOpyYEHUE TOTOTHUTENBHOM PaboThl);

&% TIEPEBO/I HA APYTYIO paboTy;

&% YBOJIbHEHUE;

&% aTTecTallys, MOBbIIIEHNE KBaTU(PUKALIUH;

&% MIPUCBOCHUE 3BaHUIl;

&% U3MEHEeHHe (pamMuuy;

&% TMTOOMIPEHHUS, HATPAXKICHUS;

&% omara TpyAa (Tapudukanuu, M3MEHEeHUH y4eOHON Harpys3ku, yCJIOBUHM Tpyaa, oObema
paboThl), MpeMUPOBAHUE, PA3TUIHBIC BHITIIATHI,

&% OTIIyCKa 10 YXOIY 32 peOEHKOM;

& OTIycKa 0e3 COXpaHEeHHUs cojep kaHus (3apaboTHOM TLIATHI).

&% ©KETOJHBIX OIUTAYUBAEMBIX OTITYCKaX;

&% OTIYCKaxX B CBSI3U C O0yUEHUEM;

&% KPaTKOCPOYHBIX KOMAaHIMPOBKAX.

13. Bce mpuka3zsl 1o JUYHOMY COCTaBY OOBSBIAIOTCS PAaOOTHUKY O] pacnucky. OTMeTka
00 O3HAKOMJIEHMM C NPHUKa30M MPOCTaBISIETCd CAaMUM Pa0OTHUKOM M COAEPXKUT MOJIIHUCH
paboTHUKa, paciiuppoBKy moanucu u naty. OcoO0eHHO He0OX0JMMa 3Ta OTMETKa Ha MpHKa3ax o0
YBOJIbHEHUU.

14. Ha Bcex pabotHukoB B MKOVY «COIIl Nel8» BemyTcsi TpydOBbIE KHWXKKH HIIH
AIIEKTPOHHBIE TPYIOBBIE KHMKKH (TI0 3asBJICHUI0 pPaOOTHHKA), JIMYHBIC JIela W JTMYHBIE KapTOUKH
paboTHukoB ¢. T-2.



15. TpynoBasi KHMKKa — OTHOCUTCSI K YMCITy OCHOBHBIX IOKYMEHTOB, IIOJATBEPKAAIOIINX €r0
TPYIOBYIO JEATEIBbHOCTh U TPYAOBOM CTax. TpydoBble KHHUKKH BEAYTCS HAa BCEX COTPYIHHUKOB,
npopaboTaBmux cBeime 5 aHel. Iloctynaromume Ha paboTy 00s3aHBI NMPEABIBUTH TPYAOBYIO
KHIDKKY (IUISI COBMECTHUTENSI - KOIHUIO TPYIAOBOW KHHUXKH), OGOPMIICHHYIO B YCTAHOBJICEHHOM
MOPSIIKe, WM CBEICHHS U3 3JEKTPOHHOHN TpymoBoi kHiKku. [Ipuem Ha paboty 6e3 TpymoBoit
KHM)KKHU HE JIOITYCKAeTCs.

15.1. Odopmrnenue TpyaoBOM KHUKKH paOOTHUKY, TPUHATOMY Ha pabOTy BIEPBBIE,
ocyliecTBisieTcs: paboToaTeNieM B MPUCYTCTBUM paOOTHUKA HE MO3/IHEE HEACIBHOTO CPOKa CO JTHS
npuema Ha paboty. B ToM ciyuae, ecnu B TpyJOBOW KHM)KKE HE OCTaeTCs MecTa JJisl 3amnuceid B
rpage «CBenmeHust o paboTe», 3aBOAMTCA BKIAABIN K HEH. DIEKTPOHHAs TpPyIOBas KHIDKKA
paboOTHUKY, IPUHATOMY Ha pabOTy BIepBbie, opopmiiseTcs B ACHb IpUeMa Ha padoTy.

15.2.Ilpu yBONbHEHUM TPYAOBash KHU)XKA BBIAAETCS PAaOOTHHKY B J€Hb yBOibHeHUs. C
1eNbl0 O00eCIeueHns COXPAaHHOCTU TPYAOBBIE KHIKKU XpaHsarcs B ceiide. HeBoctpeGoBaHHbIE
TPYAOBbIE KHUKKHU XPAHATCS 10 BocTpeboBaHus He MeHee S0 JieT.

15.3. C menbro ydera TPYIOBBIX KHIKEK M BKJIajblllled K HUM Benercss Kuura ydera
JIBIKEHUSI TPYIOBBIX KHMIKEK M BKJIAJbIIeH B HUX. KHMra yuera JBUXKEHUS TPYIOBBIX KHUKEK U
BKJIQJIbINICH B HUX XpaHuTcsa — S50 Jer.

15.4.B kuure ydera JABM)KEHHUS TPYAOBBIX KHUKEK M BKJIAIBIIIEH B HUX PErUCTPUPYIOTCS
BCE TPY/AOBbIC KHUXKH, IPUHATHIE OT paOOTHUKOB IIPH MOCTYIUICHUU Ha PadoTYy, a TAK:Ke TPYAOBbBIE
KHWKKU U BKJIQJBIIIN B HUX C YKa3aHUEM CEpUU U HOMEpPA, BbIIAHHbIE pA0OOTHUKAM BHOBb.

15.5.ITpu mony4yeHUH TPYAOBOM KHUXKKH B CBSI3U C YBOJIbHEHUEM PAOOTHHUK PACIIHCHIBACTCS
B KHUT€ Y4YeTa TPYJOBbIX KHI)KEK U BKJIAJbIILIEH B HUX.

15.6. Kuura ydera OBMKEHHS TPYAOBBIX KHUKEK W BKJIAJbIIIEH B HHUX JIOJDKHA OBITh
IIPOHYMEpPOBaHa, MPOIIHYPOBaHA, 3aBEpEHA IOAMNHNCHI0 PYKOBOAMUTENS M CKpEIUIEHA Ie4aThbio
YUPEKICHUS.

16. JIuuHoe neno COTpyIHUKA — ITO COBOKYIMHOCTH JIOKYMEHTOB, COJEpKallUX HamOoJiee
MOJTHOE CBEJICHHS O pabOTHUKE U €ro TPYIOBOU AesTenbHOCTH. JInuHOe Aeno ogopmisieTcs mocie
U3JJaHUs TIpUKa3a O TpueMe Ha padoTy. JlOKyMEHTBHl B JIMYHBIX JeJlaX pacrojiaraloTcs B
CJIEAYIOLIEeM MOpsJKe (Aajee Mo Mepe MoJIyuyeHHs! JOKYMEHTOB): — BHYTPEHHSS OMMCh TOKYMEHTOB
Jiena; — KOMMs TPYAOBOM KHIKKU (71 COBMECTUTENEel); — 3asBJIE€HUE O MpHeMe Ha paboTy; —
3asiBJICHHE-coryIacue Ha o0pabOTKy NEepCOHANbHBIX JAAHHBIX; — aHKeTa ¢ Qororpadueil; — Komnus
JIOKyMEHTa 00 00pa30BaHMU; — JOKYMEHTBHI, MOATBEPXKAAIOIINE H3MEHEHue (Qamminu (Komus
CBUJIETEJIbCTBA O 3aKJIOYeHHUHU (pacTopxkeHuM) Opaka, crpaBka u3 3AI'Ca); — BoeHHOro oOuiera
(Mpy HaJIWYMHK); — BBITUCKH W3 MPUKA30B O HA3HAUEHUU, NEPEBOJE, YBOJIBHEHUH; — TPYAOBOM
JIOTOBOpP; — COTJIALLIEHUS! K TPYAOBOMY JOTOBODPY, B MOPSAJKE MOANMCAHUSA;, — KOMMS MacropTa; —
konuss CHWJIC; — xomus WMHH; — noKyMeHTBI O NpPOXOXKIEHUH KYpCOB; — JOKYMEHTHI,
HOJTBEP K IAIOIINE TIepeaTTecTalnio (aTTeCTallMOHHBINA JIUCT, 3asBlI€HUE NPEACTAaBICHNE U T.I1.); —
crpaBka 00 OTCYTCTBMM CYAMMOCTH, NpPHUBJICYEHUH K aIMHUHHMCTPATUBHOW OTBETCTBEHHOCTH —
KOIUU JIOKYMEHTOB O HarpaKJACHUH.

16.1.B nu4HOE €710 HE MOMEIAIOTCS KOIIUH NPUKA30B O HAJIO)KEHNUHU B3BICKAHUM, CIIPABKH O
COCTOSTHUU 3/I0POBbSI, 3asIBJICHUSI 00 OTIycKaX, KOMUU MPUKa30B 00 OTIYCKax U IpYyrue JTOKyMEHTbI
BTOPOCTETIEHHOT'O 3HAYECHHS.

16.2.Konun MOKYMEHTOB B JIMYHOM Jielieé JOJDKHBI ObITh 3aBepeHbl («Komus BepHa»
HOJINCh, 1aTa U NeYaTh).

16.3. JluuHble nena MOTYT BBIAABATHCS BO BPEMEHHOE MOJIb30BAHUE OMNPEACICHHBIM
JOJDKHOCTHBIM Juiam. Kpyr s, aomyckaemsIX K IOJIB30BAHUIO JINYHBIMU JEJIAMU, ONPEAEISAIOTCS
nupektropoMm MKOY «COII Nel8». Jluunble nenma He BBIJAIOTCS HAa PYKH paOOTHUKAM, Ha
KOTOPBIXOHH 3aBEJICHBI.

16.4.I1pu paGoTe ¢ TUYHBIM JCIIOM, 3alPENIaeTCs TPOU3BOANTH KaKue-Tu00 UCTIPaBIICHUS B
paHee CIEJIaHHBIX 3allUCSAX, BHOCUTb B HETO HOBBIE 3allMCH, W3BIEKaTh W3 JIMYHOTO JeIa
UMEIOLINECs TaM JOKYMEHTHI.

16.5. JInunble Aena UMEIOT TUTENbHbIN CpoK XpaHeHus (75 jier).

17. Jluunas xaprouka ¢opmbl T-2 — 3aBoauTcs Ha BCceX pPAOOTHUKOB YUPEKICHUS,
NPUHATHIX HA MOCTOSHHYIO, BPEMEHHYIO paboTy, paboTy 10 COBMECTHUTEILCTBY.



17.1. JIu4yHble KApTOYKU 3aIOJIHSAIOTCS OTBETCTBEHHBIM pPAaOOTHUKOM HAa OCHOBAaHHH:
—MpUKa3a O TpueMe Ha paboTy; -—IacmopTa; —TPYAOBOW KHIKKM WM JIOKyMEHTa,
HOJTBEPKIAIOIIETO TPYAOBOM CTaXK; —CTPaXOBOI'0 CBHUJIETEILCTBA FOCYIaPCTBEHHOIO IEHCUOHHOIO
crpaxoBanusi (CHWJIC); —a0KyMEHTOB BOMHCKOTO ydYeTa — JUIsi BOCHHOOOS3aHHBIX W JIHII,
MOJITICKAIUX TPU3BIBY HA BOCHHYIO CIYX)O0Y; —IOKyMeHTa 00 00pa3oBaHMM, O KBaTU(UKAIUN WU
HAJIMYUU CHEIHMAIbHBIX 3HAHUN WM CHEUUATbHOM MOATOTOBKH; —CBEIACHUH, COOOIIEHHBIX O cebe
pabOTHUKOM (aHKeThl). B OoTAEnbHBIX Ciaydasx ¢ ydyeToM crneuupukud paboTbl B COOTBETCTBUU C
JEHCTBYIOIIMM  3aKOHOAATENbCTBOM  P®  MoXkeT  mpeaycMaTrpuBaThCsi — HEOOXOIUMOCTh
IPEIbIBICHUS JOMOJHUTEIbHBIX JOKYMEHTOB.

17.2. B o0s3aTenbHOM TMOPSAIKE MPOCTABISETCA JaTa 3aroJIHEHHs JUMYHON KapTOUYKUd U
JIMYHas TOANUCH pAOOTHHKA.

17.3.I'nmaBHBIM pa3ienoM KapTouku siBisiercs: pasnen «l[Ipuem Ha paboTy M mepeBonbl Ha
Apyryro pabory». 3amucu B 3TOM pasjieie JOJDKHBI COJAEp)KaThb CChUIKM Ha JaThl U HOMepa
NPUKA30B O HA3HAYCHWHU, MEPEMEUICHUHM WM YBOJIBHEHUH pPaOOTHHKA, T.K. HEPEIKO CIyXKar
OCHOBAaHMEM JJIsl NOATBEPXKJEHHs cTaxa pabOTHHMKA. B KOHIE Kak[JOW 3alucH B 3TOM pasjene
JIOJIKHA CTOSITBIIOANUCH pAOOTHUKA, HA KOTOPOT'O 3aBEJIeHa KapTOUKa.

17.4. Jluunas KapTO4yKa 3aBOJAUTCA Ha paOOTHUKA B OJHOM SK3EMIUIIPE, XPAHUTCS B
OTJENIbHOW KapTOTEKe, COCTaBICHHOU 10 ayihaBuUTy hamMuiinii pabOTHUKOB.

17.5. KapTouku yBOJEHHBIX pPAOOTHUKOB, (HOPMHUPYIOT B CaMOCTOATENBHOE JEN0 II0
andasuty (10 Tpem nepBbIM OykBaMm pamuimii). Cpok XpaHEHUs JIMYHBIX KapTO4YeK — 75 JeT.

18. Bropyto rpymniy cocTaBisilOT JOKYMEHTHI, CBA3aHHBIE C OCYILECTBIEHUEM (DYHKIMH 1O
yIpaBJIEHUIO TIEPCOHAIOM U Opranu3anueil Tpyzna. —IIpaBuia BHyTpeHHEro Tpy10BOro paciopsiika;
- JIOJDKHOCTHBIE MHCTPYKIIMU Ha BCEX COTPYAHUKOB IIKOJIBI, —IITATHOE PAcIUCaHKE; —I0KYMEHTHI,
yCTaHaBJIMBAIOLIME TOPSJIOK OOpaOOTKM MEpPCOHAIBHBIX [JaHHbIX paOOTHHUKOB, UX TIpaBa U
00513aHHOCTH B 3TOH 00JIaCTH; —TIpaBUJIa U HHCTPYKLIUU 110 OXpaHe TPYAaA.

18.1. Ilpu npueme Ha paboTy (10 MOAMKUCAHUS TPYILOBOTO JOroBopa) paboToaaTeNb 00s3aH
O3HAaKOMUTh PAa0OTHHKA IOJ] POCHHMCH C KOJUIEKTUBHBIM JIOTOBOPOM, MpaBWJIAMU BHYTPEHHEIO
TpyaoBoro pacnopsaka, npaswiamu OT IIb u Tb, HOmKHOCTHOW HHCTpyKUMEH U JApYyTUMU
JIOKaJIbHBIMM HOPMATUBHBIMU aKTaMH, HETIOCPEICTBEHHO CBA3aHHBIMU C TPYAOBOM /1€ATEIbHOCTHIO
paboTHHKA.

18.2. JIo/KHOCTHAsE MHCTPYKLIMS — 3TO IPAaBOBOM aKT, M3AAaBa€MbIH Ui periaMeHTaluu
OpraHU3aIMOHHO-TIPABOBOTO ITOJIOKEHUSI PAOOTHUKA, €T0 00S3aHHOCTEH, MpaB, OTBETCTBEHHOCTH U
o0ecrieunBaroIui yCIoBus U1t ero 3G PpeKTUBHOM paboThI.

18.2.1.  Jlo)bKHOCTHAsi ~ MHCTPYKLHSI ~ COCTABJSIETCS HAa  OCHOBE  JIOKYMEHTOB,
COJICPKALIMXCBEACHUS O TMOJHOMOYMIX PaOOTHHUKOB. J[OMKHOCTHAs MHCTPYKLUS YTBEpPXKIAeTCs
PYKOBOJUTEIIEM.

18.2.2. JIomXKHOCTHasE MHCTPYKLHUS IO CBOEMY COJEpPXAHUIO JOJKHA COOTBETCTBOBATH
MPEyCMOTPEHHBIM 3aKOHOAATENbCTBOM P® TpebGoBaHMsIM, a MMEHHO, COJAEPXKATh CIEAYIOLIUE
pasziensl: — oOuue nosnoxkeHus; 16 — TpeGoBaHUSA K 3HAHUSAM U MPO(GECCHOHATHHBIM HaBBIKAM
paboTHUKa; — TpeOOBaHMA K KBaTHU(PHUKAIIMK PAOOTHHKA; — TODKHOCTHBIE 00S3aHHOCTH.

18.2.3. Ha ocHOBaHUM JOJKHOCTHOM WHCTPYKIIMU pa3palaThIBAETCSl TPYIOBOM JOTOBOP C
COTPYAHUKAMHU.

10.Y4ueGHo-niegarornyeckas JOKyMEHTAIIH

10.1. IkompHBIE TOKYMEHTHI JOJIKHBI O(OPMIISITHCS CBOEBPEMEHHO, YETKO, pa300puuBO,
0e3 OTYNCTOK, TOMapOK, BHI3BIBAIONINX COMHEHHE B MTPABMIIBHOCTH BHECEHHBIX JaHHBIX.

10.2. 3anucu B NOKyMEHTax JOJDKHBI MPOW3BOAUTHCS PYYKOM cuHEro usera. Tam, rae
MMEETCS BO3MOXKHOCTh IIPUMEHEHUS KOMIBIOTEPHOW TEXHUKH, JOIYCKAETCS COCTABJICHUE,
PEIAKTUPOBAHUE U PACTIEYATKA TEKCTOB C UX MOMOUIBIO.

10.3. Omubka, nomylieHHas B TeKCTE WM MU(POBBIX TAHHBIX JOKYMEHTA, UCIPABIISAETCS
CIEMYIOMUM 00pa30M: BHU3Y CTPAHUIIBl YKa3bIBAIOTCS ONIMOOYHBIA W BEPHBIM BapwaHThL. Bce
BHECEHHBIC UCIPABIEHUS JOJDKHBI OBITH OTOBOPEHBI U 3aBEPEHBI MOAMUCIMH JTHUI, 0()OPMUBIIUMU
JIOKYMEHT.



10.4.YaeOHo-nieqarornueckasl JOKYMEHTAIUS IIIKOJIBI COCTOMT W3: — ai(aBUTHBIX KHHT
3aMnycu OOYYalOIIMXCs; — KHUTA JABIDKEHHS YYaIIMXCs; — JIMYHBIX JeJ y4allluXcs; —KYpHaJoB
KPY’KKOB; —KYpPHaJIOB BHEYPOYHOH JEATEIbHOCTU; —KYpPHAJIOB TIPYyNIbl NPOAJEHHOIO IHS; —
JKypHaja MPOINYLIEHHbIX U 3aMELICHHBIX YPOKOB, )KYPHAJIOB 3JIEKTUBHBIX KYpPCOB; — KHUTU y4eTa
0JIaHKOB M BBIJAUYM aTTECTaTOB 00 OCHOBHOM OO0IIeM OOpa30BaHMU; — KHUTH y4yeTa OJAaHKOB U
BBIJIA4M aTTECTAaTOB O CpeHeM o0I1IeM 00pa30BaHUM; — KHUTH yueTa BblAauu [10XBabHBIX JINCTOB,
3HaKa «3a 0coObIe YCIeXU B 00YUEHUN; — KHUTY IMPOTOKOJIOB MEAATOTHYECKOTO COBETA IIKOJIBI.

10.5. B andaBuTHYIO KHUTY 3alMCBHIBAIOTCS BCE ydamiuecs IIKoOJbl. ExxeromHo B Hee
3aHOCSATCS CBeJleHHsI 00 ydammxcss HOBOro mpuema. QaMuiany ydyamuxcs B CIIMCOK 3aHOCSTCS B
aJ1(paBUTHOM HOPSIZIKE, HE3aBUCUMO OT KJIACCOB, B KOTOPBIX OHH Y4aTCsl.

10.5.1. {ns xaxxaoi OyKBbI angaBUTa OTBOAATCS OTJEIbHBIE CTPAHMIIBI, U TI0 KaX10i OyKBe
BEJIETCSl CBOSI MOpsiIKOBast Hymepauus. IlopsikoBblii HOMep 3allUCH Y4alUXcsl B KHUIE SBJISIETCS
OJIHOBPEMEHHO HOMEPOM €T0 JINYHOTO JIENA.

10.5.2. BeiObITHE yyanuxcsi © OKOHYaHHE MU IIKOJIBI O(DOPMITSIETCS PUKA30M JTUPEKTOpa
C yKa3aHHEM HPUYHMHBI BBIOBITHS; OJHOBPEMEHHO B al()aBUTHOW KHUTE JIEJIAETCS 3alUCh: HOMEp U
JlaTa NprKasa, yKa3blBaeTCs IPUYUHA BBIOBITHS.

10.5.3. Ecnu paHee BBIOBIBIIMIM M3 IIKOJBI YYalIMics, YXOJ, KOTOpPOro oQopmieH
IPUKA30M, CHOBa BO3BpaTHTCA B Hee, TO JaHHbIE O HEM 3alllChIBAIOTCA Kak Ha BHOBb
NOCTYIUBIIETO, IIPU 3TOM JaTa BO3BPAILLEHUS YUEHHUKA C IIOMETKOM «BO3BpALIECHUE) 3alHChIBAETCS
B rpade «Jlara nocrymnenus B mkosy». 10.5.4. Ilpu ucnonbp3oBaHuu BcexX CTpaHUIl ajadaBUTHOM
KHUTH 3alycd O0yYaroIIuXxcs Ha Ty WIH WHYI OYKBY, NMPOJOJDKEHHE 3aluceil MPOU3BOIATCS B
HOBOH KHMI€ B IOPSAIKE MOCIEAYIOIINX HOMEPOB 110 Ka)KJ0i OyKBe (CKBO3HAas).

10.5.5. UcnpaBieHus B KHUIe CKPEIUIAIOTCS MOANKCHI0 TUPEKTOPA ILIKOJIbI.

10.5.6. Knura nocTpaHMYHO NPOHYMEPOBBIBAETCS, MPOLIHYPOBBIBAETCS M CKpEIUIAeTCs
MOJIUCHIO TUPEKTOPA U IIE€YATHIO.

10.6. B xHure OBMXKEHUS ydamuxcsl (PUKCUPYETCs MOCTYIUIEHHE U BBIOBITHE YYallUXCS B
TEUYEeHHUE Y4eOHOTO rojia, ¢ yKa3aHUeM JaThl NpuOBITHS/ yObITH, Ne pruka3a u HanMmeHoBaHus OV .

10.7. JInuHoe neno yyalerocsi BeIeTCsl Ha KaX/10ro y4eHHUKa C MOMEHTA €ro MOCTYIUICHHS B
IKOJIY U JIO €€ OKOHYaHHUSI.

10.7.1. B nuuHoe neno 3aHocATCS OOIIME CBEACHHMS 00 ydaliemcs, WTOTOBBIE OLEHKH
yCIIeBAaEMOCTH 10 KJIaccaM U 3allMCH O Harpajax (oXBajbHbIE TPAMOThI, MEJAIIb).

10.7.2. B nuuHbIX Jenax oOOy4yaroIIMXCsl JIOKYMEHTHI paclojiaratoTcs B CIETYIOLIEM
MOpSAJIKE: - 3asBJICHUE POAUTENEH (3aKOHHBIX MpEICTaBUTENIEN) O IpUeMe B IIKOIY; - COIJlache Ha
00paboOTKy NMEepCOHANbHBIX JaHHBIX; MHBIE KOMHMHM: — CBUAETEIBCTBO O POXKAECHUU (MAcmopr); —
ctpaxoBoe cBujerenbctBo (CHUJIC); — cBUIETENbCTBO O PETUCTPALIUM 110 MECTY >KUTENIbCTBA; —
arrectaT 00 OCHOBHOM o00IieM obOpasoBanuu (st oOyuaromuxcs 10-11-x kmaccax). — mpu
HEO0OXOIUMOCTHU APYTUe JOKYMEHTHI.

10.7.3. B nuuHyro KapTy ydamierocs NpH BbIOBITHUH €r0o M3 IIKOJBI BHOCHUTCS 3allUCh O
BBIOBITHH, CKPEIUIEHHAs TOJNUCHIO U NI€YaThIO.

10.7.4 JInunble nena ydammuxcs 1-4 KiaccoB BeAYTCs YUMTEIIMH HayaJlbHBIX KiaccoB, 5-11
KJIACCOB - KJIACCHBIMHU PYKOBOJUTEIISIMH.

10.7.5. JIuuHoe neno ydvaimierocs UMeeT HoMep (COCTOMT M3: 3arjaBHOM OYyKBbI ayihaBuTa,
MOPSAIKOBOTO HOMepa B andaBUTHOW KHUre, Hampumep, A-17), COOTBETCTBYIOIIMNH HOMEPY B
ay1(haBUTHON KHUTE.

10.7.6. I1o OKOHYaHHH IIKOJIBI JUYHBIE JEJIA YHAIUXCA XPAHATCS B APXHUBE IIKOJIBI.

11.Opraau3zanusi TOKyMeHTO000pOTa

Opranuzaiys paboThl ¢ JOKyMEHTAaMHU — 3TO 00eCcleYeHne ONTUMAIIbHBIX YCIOBUH I BCEX
BUJIOB paboOT ¢ TOKyMEHTaMU C MOMEHTA MX CO3JaHUs (MOJy4eHHUs) J0 3aBEpLICHUS UCIOTHEHUS
(OTIpaBKM) WK 10 €T0 YHUUTOXKCHHSI UITU TIepeiaud Ha apXUBHOE XpaHEHHE.

JIoKyMeHTOOOOpOT BKJIIOUAET B ce0s 00pabOTKy BXOASIIMX JOKYMEHTOB, PETUCTPAIUIO U
nepeaauy aokymeHToB BHyTpu MKOY «COILI Nel8», wucnoaHeHuE ITOKYMEHTOB, a TaKkKe
00paboTKy, PETHCTPALIMIO M OTIPABKY UCXOJISIINX JOKYMEHTOB.

B MKOY «COII Nel8» paznuuarorcs 3 MOTOKa T0KYMEHTOB:



— JOKYMEHTBI, IOCTYMAIOIINE U3 IPYTUX OpraHu3aluil (BXoas1Iue);

— TOKYMEHTBI, OTIPABJISIEMBIE B JIPyTHe OpraHu3anuu (UCXOIAIINe);

— JIOKYMEHTBI, CO3[aBacéMble B IIKOJE U MCIIOJIb3yEMbIE B YIPABICHUECKOM IIpoliecce
(BHYTpEHHUE).

11.1. ITpuem u peructpanus JOKyMEHTOB

11.1.1. O6paboTka BXOASIIMX JAOKYMEHTOB 3aKJIIOUAETCs B WX IpHUEME, COPTHUPOBKE,
perucTpalMu M nepenade ajapecary (MCHOJHUTENI0, PYKOBOAUTEN0). B »KypHan perucrtpauuu
BXOJIALICH JOKYMEHTAIlMM BHOCATCA NMHCbMa M JOKYMEHTHI, MOCTyNUBLINE routoil Poccun wiu
HapouHo. OOpaboTKa BXOAIIMX JOKYMEHTOB OCYIIECTBIIIETCS CEKpeTapeM B TeueHHe pabouero
TTHSL.

11.1.2. JIOKyMEHTBI PETUCTPUPYIOTCS OJIMH pa3: BXOASANIME — B J€Hb IMOCTYIICHUS,
UCXOJIIMe — B JeHb NojanucaHus. B kypHamax perucrpanu BXOIALIEH U HCXOASIIEH
KOPPECIOHICHIINH.

11.1.3. Peructpauusi JOKYMEHTOB  OCYIIECTBISAECTCS B  CJICAYIOMIEM  MOpPSJIKE.
PacniopsimuTensHbIM  IOKYMEHTaM B IMpeAesiax KakJI0ro BHJA JOKYMEHTAa IPUCBAMBAIOTCS
MOPSIKOBbIE HOMEpPA, B COOTBETCTBHHM C HyMmepalueH, MPUHATOW MO JaHHOMY BUAY JOKYMEHTA.
JlomryckaeTcsi mpruCcBOEHHE MOPSAKOBOTO HOMepa ¢ Apo0bi0, B COOTBETCTBHH C HyMEpaIHEH.

11.1.4. Jokymentel MKOY «COIL Nel8» rpynnupyroTcst o Buaam JOKyMEHTOB.

12.KOHTpOJIb UCTIONHEHUS JOKYMEHTOB

12.1. Ilepenaua Bcex 3aperucTpupoBaHHBIX JOKyMEHTOB BHYTpu MKOVY «COII Nel8»
IPOM3BOJUTCS HAa YCMOTPEHHE AMPEKTOpa: Ha OyMaKHOM WJIM 3JEKTPOHHOM HOcHTese (depes
AIIEKTPOHHYIO MIOUTY).

12.2. KOHTpoJb HMCIOJHEHUS DPACHOPSAUTENBHBIX JIOKYMEHTOB M IMOPYYEHHH AUPEKTOpa
IIKOJIbI YCTAHABJIMBAETCS C LIEJIbI0 00ECIEUYEHUsI CBOEBPEMEHHOTO M Kaue€CTBEHHOI'O HCIOJHEHUS
HNOpYYEeHUH U 3a/laHui, 3a()MKCUPOBAHHBIX B JIOKYMEHTAaX.

12.3.00s13aTenbHOMY KOHTPOJIO MOMJICKUT HCIOIHEHHE CIY)KEOHBIX JTOKYMEHTOB, B
KOTOPBIX ONpeAEIeHbl CPOKU MCIIOJIIHEHMS], TM00 UMEIOTCS IOPYUYECHHUS WM YKa3aHUs O MMOJATOTOBKE
W TPEACTaBICHUM JOKJIAJ0B, OTBETOB, MPEIIOKECHUN, 3aKIIOYEHU W BBINOJHEHUN JIPYTHUX
KOHKPETHBIX MEPONPUATHI.

12.4.Cpoky MCHIOJIHEHUS! JTOKYMEHTOB YKa3bIBAIOTCS B TEKCTe JOoKyMmMeHTa. Eciu cpok He
yKa3aH, TO JJOKYMEHT, 5kaj100a, 3asBJICHUE JI0JKHBI ObITh UCTIOJIHEHBI — B TEUEHUE MECsIIa.

12.5.KoHTpob 32 HCHOJIHEHHEM BCEX BHUIOB JIOKYMEHTOB, COJEpPKAIMX IMOPYYEHUE OT
PYKOBOIMTEIS, OCYILIECTBIISET OTBETCTBEHHOE JIMIIO, HA3HAYEHHOE JUPEKTOPOM.

12.6. Penienne o CHATUM JOKYMEHTA C KOHTPOJIS IPUHUMAETCS TEM JIOJKHOCTHBIM JIUIIOM,
KOTOPBIM OBIJIO IaHO MOPYYEHHE IO €0 BBIIOIHEHHUIO.

13. ObecrnieueHre COXpaHHOCTH /€T

13.1. IoKyMeHTBbI MOTYT XpaHUTHCS B OYMa)KHOM U JICKTPOHHOM BHJIE.

13.1.1. B OymaxxHOM BHJE JOKYMEHTHI JOJDKHBI OBITH pa3jOXKEeHbl MO Tankam, ¢
COOTBETCTBYIOIIMM Ha3BaHUEM. Jlena JOJDKHBI XpaHUTHbCS B 3aKpbIBAIOLIUXCS —IIKadax,
IIPEIOXPaHSAIOUINX UX OT MbUIX, BO3JEHCTBHS COJTHEUHOTO CBETA.

13.1.2. B »1eKTpOHHOM BHJE JOKYMEHTBHI TOJDKHBI OBITh Pa3JIOKEHBI MO 3JICKTPOHHBIM
nankam, ¢ COOTBETCTBYIOIIMMH Ha3BaHUSMH.

13.2.  Cpokum  XpaHeHHs  JIOKyMEHTOB:  —CTpaTernyeckue,  OpraHU3alMOHHbIE,
pacrnopsiAMTeNbHbIE M CTAaHAAPTU3UPYIOIIME XpaHSATCS 1O MOMEHTa aHHYJIUpPOBaHUA, IOCHe
AQHHYJIMPOBAHUS XPAHATCS B apXHMBE HE MEHee 2-X JIeT; —ONepallMOHHbIE JOKYMEHTBHI XpaHATCS He
MeHee | ropa. [lanee aHAIM3UPYIOTCS M HEAKTYyaJIbHbIE TOKYMEHTBl YHUUYTOKAIOTCS.

13.3. Y4er u xpaHeHue 6JaHKOB CTPOTO OTUETHOCTH.

13.3.1. braHku BBIIaYM aTTECTaTOB 00 OKOHYAHHWW IIKOJBI, & TAKXXE TPYAOBBIC KHIDKKU
noJyIexar 00s3aTeIbHOMY YUeTy.

13.3.2. Jluma, mepcoHaIbHO OTBETCTBEHHBIC 33 yUeT M XpaHEHHE OJIAaHKOB, Ha3HAYAIOTCS
IIPUKA30M IUPEKTOPA.



13.3.3.Y4er O1aHKOB BBIIaYM aTTECTATOB BEACTCS B KHUTE yueTa. Beinaua OlaHKOB BBIAAYN
aTTECTATOB MPOU3BOIUTCS IO PACITHCKY B COOTBETCTBYIOIIMX KHUTAX.

13.3.4.Kuura yuyera OJaHKOB BbIIa4M aTTECTaTOB 00 OKOHYAHUH IIKOJBI BKJIIOYAIOTCS B
HOMEHKJIATYPY, UX JINCThI HyMEPYIOTCS, MMPOLIUBAIOTCS U CKPEIUIAIOTCS IeYaThio.

13.4. W3bsaTHE W BBIJAYa JOKYMEHTOB U3 [N IIOCTOSHHOTO CpOKa XpaHEHUS He
pasperaercsi.

13.5. OTBETCTBEHHOCTH 32 COXPaHHOCTh JOKYMEHTOB YUPEIKICHHS HECET PYKOBOIUTEINb.



